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NOTICE 


When  Government  drawings,  specifications,  or  other  data  are  used  for  any 
purpose  other  than  in  connection  with  a  definitely  Government-related 
procurement,  the  United  States  Government  incurs  no  responsibil ity  or  any 
obligation  whatsoever.  The  fact  that  the  Government  may  have  formulated  or  in 
any  way  supplied  the  said  drawings,  specifications,  or  other  data,  is  not  to 
be  regarded  by  implication,  or  otherwise  in  any  manner  construed,  as  licensing 
the  holder,  or  any  other  person  or  corporation;  or  as  conveying  any  rights  or 
permission  to  manufacture,  use,  or  sell  any  patented  invention  that  may  in  any 
way  be  related  thereto. 

The  Public  Affairs  Office  has  reviewed  this  paper,  and  it  is  releasable  to  the 
National  Technical  Information  Service,  where  it  will  be  available  to  the 
general  public,  including  foreign  nationals. 

This  paper  has  been  reviewed  and  is  approved  for  publication. 


HENDRICK  W.  RUCK,  Technical  Advisor 
Training  Systems  Division 


RODGER  D.  BALLENTINE,  Colonel,  USAF 
Chief,  Training  Systems  Division 


This  technical  paper  is  printed  as  received  and  has  not  been  edited  by  the 
AFHRL  Technical  Editing  staff.  The  opinions  expressed  herein  represent  those 
of  the  author  and  not  necessarily  those  of  the  United  States  Air  Force. 
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SUMMARY 


^  The  Advanced  On-the-job  Training  System  (AOTS)  was  an  Air  Staff-directed, 
AFHRL-developed  prototype  which  designed,  developed,  and  tested  a  proof-of- 
concept  prototype  AOTS  within  the  operational  environment  of  selected  work 
centers  at  Bergstrom  AFB,  Texas,  and  Ellington  ANGB,  Texas,  from  August  1985 
through  31  July  1989.  The  User's  Handbook  was  developed  in  four  volumes  to 
serve  as  a  guide  to  familiarize  users  with  the  AOTS.  It  is  also  a  convenient 
reference  on  how  the  various  training  levels  (trainee,  supervisor,  training 
manager,  etc.)  can  use  the  AOTS  functions  to  perform  their  on-the-job  training 
(OJT)  responsibilities.  Volume  III  of  this  paper  explains  the  OJT  functions 
for  supervisors  and  managers. 


i 


PREFACE 


This  is  the  third  of  four  volumes  of  the  AOTS  User's  Handbook  developed 
by  Oouglas  Aircraft  Company,  the  development  contractor,  under  Government 
Contract  F3361 5-C-84-0059.  The  AFHRL  Work  Unit  number  for  the  project  is 
2557-00-02.  The  primary  office  of  responsibility  for  management  of  the 
contract  is  the  Air  Force  Human  Resources  Laboratory,  Training  Systems 
Division,  and  the  Air  Force  AOTS  manager  is  Major  Jack  Blackhurst. 
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10  SUPERVISOR  FUNCTIONS 


This  section  is  provided  for  the  supervisor  in  AOTS. 

10.1  Print  an  Airman  Training  Record 


As  a  supervisor,  you  will  probably  print  ATR  data  often.  For  each  person  you  supervise, 
you  should  print  the  airman’s  entire  ATR  for  an  initial  review  of  the  data  contained  within 
the  record.  Once  you  begin  to  use  the  AOTS  regularly,  you  will  find  times  when  you  will 
want  to  print  only  portions  of  an  ATR,  for  one  or  all  the  persons  you  supervise. 

This  section  has  been  divided  into  two  parts: 

Part  A  -  provides  procedures  for  printing  a  single  ATR  (or  portions  of  a 
single  ATR); 

Part  B  -  provides  procedures  for  printing  portions  of  an  ATR  for  every 
person  listed  on  your  AOTS  Supervision  List. 
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PART  A  -  PRINTING  AN  ATR 


SUP0Z7.801  Mutnced  Ow-The-Joh  Training  System  (AOTS)  30  Hov  98 

1.2  Primary  Access  Nsnu 


1.  F«t«om1  Training  Infomatioti 

2.  Training  HanagnMnt 

3.  fWstsr  Task  Lirt  (HTL)  Intorfaco 

4.  Position  Asguirswents 

q.  Quit  This  Ksnu 


Sol set  Option:  2. 


The  screen  at  the  left  is  an 
illustration  of  the  AOTS 
Primary  Access  Menu.  To 
access  ATR  data  you  must 
first  select  the  training 
management  option  from 
this  menu. 


0" 


STEP  1: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  2  and  press 
l  RET  URN  J. 


As  you  can  now  see  on  the 
screen,  ATR  Manager  is  the 
second  option.  To  access 
ATR  data  you  must  access 
the  ATR  Manager  (editor). 


STEP  2: 


SELECT  THE  AIRMAN  TRAINING  RECORD  (ATR)  MANAGER  OPTION. 

Enter  2  and  press  (  return  ) . 
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MCTS32.0B6  Advanced  0»-T)»e-Joi>  Training  System  (AOTS)  30  Nov  86 

1.0  Airman  Training  Iboocd  (AW)  Manager 


1.  lisp  lay  a  Training  Uncord 

2.  Edit  a  Training  Record 

3.  Print  Training  incord 

4.  Identify  a  non  Bnty  Ton it ion 

g.  Quit  THia  Nnnu 


Sal act  Option:  3. 


10-1*3 


The  menu  you  now  see  is  the 
Main  Menu  for  the  ATR 
Manager.  As  you  can  see,  one 
option  listed  on  the  menu 
pertains  to  printing. 


Of"3  STEP3: 


SELECT  THE  PRINT  TRAINING  RECORD  OPTION.  Enter  3  and  press 

(  RETURN  1. 


IKTB3Z.M6 

Moaaca*  On-Tte-Jofc  Training  Systaa  (MIS) 

30  No*  « 

1.1 

Airman  Training  Aaoord  (AW)  Manager 

1.  Ilaplay  a  Training  Hacori 

2.  Uit  a  Training  Hacori 

3.  Print  Training  Baeori 

4.  liaatlfy  a  nau  (aty  Foaition 

g.  Halt  Thin  Hanu 

Salad  Option:  3 

(DAmtlTy  *1 

man  Froa  Lint,  (t)ntar  SpaciMc  SSM  (Q)uit  ?  X 

10-1-4 

You  may  print  ATR  data  for 
only  one  person  when 
accomplishing  this  function. 

You  may  enter  the  SSAN  of 
the  person,  or  you  may  select 
the  person  from  those  per¬ 
sons  listed  on  your  AOTS 
Supervision  List. 

We  normally  do  not  memo¬ 
rize  SSANs,  therefore,  how 
to  select  the  person  from  a 
Supervision  List  is  illus¬ 
trated  in  Steps  4  and  5. 


CF STEP4: 


SELECT  THE  IDENTIFY  AIRMAN  FROM  LIST  OPTION.  Enter  I  (or  i)  and 

press  (.-B.ejulr.nJ  . 
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The  screen  at  the  left  is  an 
illustration  of  a  Supervision 
List.  Note  that  the  names  arc 
in  alphabetical  order,  to 
make  it  easier  for  you  to  find 
a  specific  person’s  name. 

Once  you  review  the  list  and 
identify  the  person  you  want 
to  print  ATR  data  for,  pro¬ 
ceed  to  Step  5. 


or  step  5: 


SELECT  THE  INDIVIDUAL  FOR  WHOM  YOU  ARE  PRINTING  ATR  DATA 

Enter  the  field  number  corresponding  to  the  person  and  press  (  return  ) . 
(In  the  example,  Data  Field  2  was  selected  which  corresponds  to  SrA  Pat  A. 
Adams.) 


P16T«32.iei  Aimtn  Training  Record  (ATR)  fUnater  36  Nov  86 

1.8  Print  Hanu 


1. 

Print 

All 

Do  Hot  Print 

z. 

Print 

toner. 1  Training  Data 

Do  Hot  Print 

3. 

Print 

T reining  Hlatarg 

Do  Hot  Print 

4. 

Print 

Qualification  Status 

Do  Hot  Print 

S. 

Print 

IT* 

Do  Hot  Print 

6. 

Print 

Schedule 

Do  Hot  Print 

7. 

Print 

Paraowwa 1  Data 

Do  Hot  Print 

8. 

Bag  in 

Printing 

Ho 

Salact  Print  Option 

Uaa  <curaor>  kaya ,  or  {(Enter  {field  — nber> ,  <q>  quit)  I  (return))  1 

io-1-e 


The  screen  you  now  sec  is  the 
ATR  Manager  Print  Menu. 

You  may  print  the  person’s 
entire  ATR,  qt  you  may 
print  one  or  more  portions 
of  the  ATR. 


Each  selection  you  make  on  this  print  menu  will  act  as  a  toggle, 
o  If  you  select  Option  1  (Print  All),  every  "Do  Not  Print"  value  is  changed  to  "Print " 
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o  If  you  select  option  2  through  7,  each  selection  will  cause  the  corresponding  "Do 
Not  Print"  to  change  to  "Print."  (Options  2  through  7  identify  the  separate  portions 
of  the  ATR  data  which  may  be  printed.) 

o  If  you  incorrectly  select  an  option,  you  may  re-select  the  option,  to  toggle  the 
"Print"  back  to  "Do  Not  Print." 


GP STEP6: 


SELECT  THE  OPTION (S)  CORRESPONDING  TO  THE  PORTION(S)  OF 
THE  ATR  YOU  WANT  TO  PRINT.  Enter  the  number  corresponding  to  the 
portion  of  the  ATR  data  you  want  printed,  then  press  (  return  J.  If  neces¬ 
sary,  continue  selecting  options  until  all  desired  portions  of  the  ATR  reflect 
"Print."  (In  the  example,  printing  the  entire  ATR  is  illustrated) 


To  begin  the  printing  pro¬ 
cess,  you  must  select  option 
8.  Your  selection  will  cause 
the  "No"  value  to  change  to 
"Yes." 


'^J~J  STEP  7:  SELECT  THE  BEGIN  PRINTING  OPTION.  Enter  8  and  press  l  return  ) 
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NGT832.881  A  irsan  Training  Record  (ATR)  Manager  38  Noe  88 

1.8  Print  Menu 


1.  Print  All  Print 

2.  Print  General  Training  Date  Print 

3.  Print  Training  Hiatory  Print 

4.  Print  Qnalif  ication  Statue  Print 

5.  Print  ITR  Print 

6.  Print  Sctodnla  Print 

7.  Print  Personnel  Beta  Print 

8.  Roy in  Printing  Pen 


Print  regnant  >u knitted  with  IS  78 
Preen  <return>  to  continae...  _ 


10-1-8 


After  a  short  pause,  the 
prompt  illustrated  at  the  left 
will  be  presented  on  the 
screen. 


i2j|p  step8; 


Press 


,  as  prompted. 


HGTB32.8B6 

1.8 

Adeenced  On-The-Jok  Training  Syetan  (AOTS) 
Airaan  Training  Record  (AIR)  Manager 

1.  Ring lag  a  Training  Uncord 

2.  Edit  a  Training  Record 

3.  Print  Training  Record 

4.  Identify  a  nee  ktg  Position 

38  Noe  88 

You  are  returned  to  the  Main 
Menu  for  the  ATR  Manager. 
Proceed  to  the  last  step,  after 
you  review  the  following 
information. 

f  • 

Quit  This  Nnu 

Select  Option: 

10-1-9 

The  printing  of  ATR  data  takes  a  few  minutes.  The  printout  will  be  generated  at  your 
ALPS  printer  at  the  AOTS  workstation  depending  on  your  Printer  ID  at  the  time  of  print. 

If  you  selected  to  print  portions  of  an  ATR,  you  can  recognize  each  portion  by  reviewing 
the  title  of  each  page  in  the  printout. 

If  you  selected  to  print  an  entire  ATR,  you  will  receive  13  or  more  pages  of  data.  When 
an  entire  ATR  is  printed,  the  data  are  printed  in  the  following  manner: 
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o  The  Personnel  Data  are  printed  on  the  first  page. 

o  The  General  ITR  data  are  printed  on  the  2nd  page. 

o  Training  History  data  are  printed  next.  Remember,  training  history  data  includes 
the  tasks  the  person  is  certified  to  perform  and  the  other  training  requirements 
the  person  has  completed.  The  training  history  prints  as  follows: 

AFS  tasks 
Ancillary  courses 
Additional  Duty  courses 
Contingency  tasks 
ECI/CDC  courses 
PME  courses 
Formal  Training  courses 

o  Then,  the  person’s  Position  Qualification  Status  listing  is  printed.  This  list  reflects 
the  tasks  (and  status  of  each  task)  the  person  is  required  to  be  certified  on  before 
he/she  can  become  fully  position  qualified  in  his/her  current  duty  position. 

o  The  person’s  ITR  data  are  printed  next.  Remember,  the  ITR  lists  each  task  for 
which  the  person  requires  training  and  the  other  training  requirements  the  person 
has  not  completed.  ITR  data  prints  as  follows: 

AFS  tasks 

Other  Training  Requirements 
Ancillary  courses 
Additional  Duty  courses 
—  Contingency  tasks 
ECI/CDC  courses 
PME  courses 
Formal  Training  courses 

o  The  last  item  to  print  is  the  person’s  current  Training  Schedule.  The  schedule 
does  not  separate  task  training  from  other  training  requirements.  If  task  training 
is  in  progress,  each  task  training/evaluation  event  that  is  "Assigned,”  "Scheduled," 
"Reassigned"  or  "Rescheduled,"  will  be  listed  on  the  person’s  Training  Schedule. 
If  other  training  requirements  are  in  progress,  each  event  that  is  "Scheduled"  will 
be  listed  on  the  Training  Schedule. 

•  There  are  two  important  facts  you  need  to  know  about  a  person’s 
current  Training  Schedule: 

1.  An  event  remains  on  the  person’s  schedule  until  the  event  is 
marked  complete  or  is  cancelled. 

2.  The  Training  Schedule  reflects  not  only  the  training  require¬ 
ments  of  the  person,  but  also  any  task  events  for  which  he/she 
is  designated  as  the  trainer  or  evaluator. 
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LAST  STEP 


If  you  want  to  print  another  person’s  ATR  data,  repeat  Steps  3  -  7. 

If  you  do  not  want  to  print  another  ATR,  QUIT  each  screen  until  you  reach  the  AOTS  Primary 
Access  Menu.  At  that  point,  you  may  quit  the  menu  and  log  off  the  system,  or  you  may 
perform  another  AOTS  function. 
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PART  B  -  PRINT  ATR  DATA  FOR  ALL 
PERSONS  ON  YOUR  SUPERVISION  LIST 


The  persons  listed  on  your  AOTS  Supervision  List  are  referred  to  as  a  "group."  The 
AOTS  accommodates  the  scheduling  of  training  for  one  or  more  persons  in  your  "group"  at 
one  time.  The  AOTS  accommodates  the  printing  of  ATR  data  for  all  the  members  in  your 
group,  without  having  to  specify  each  person. 

The  only  ATR  data  you  can  print  for  a  group  are: 

o  ITR  data,  and 

o  Training  Schedules. 

When  you  print  ATR  data  for  the  group,  you  get  the  data  for  every  person  listed  on  your 
Supervision  List. 


As  with  all  other  AOTS 
functions,  you  begin  at  the 
AOTS  Primary  Access  Menu, 
as  illustrated  at  the  left. 


STEP1: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  2  and  press 
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SUraZ7.BK 

Training  Hnnagonent 

38  Hov  88 

1.2 

1.  Training  ScMulor 

2.  A Iran  Training  Rocori  (ATS)  Manager 

3.  Sapor  ting  Program 

4.  Anal if ication  Moeananent 

5.  Off-Line  Toet  Control 

6.  Off-Line  Toot  Scoring 

7.  Accent  misting  Event 

f.  Qeit  TMs  Nemi 

Select  Ortisn:  1_ 

10-MI 

To  access  group  data,  you 
must  now  select  the  Training 
Scheduler  option. 


STEP  2: 


SELECT  THE  TRAINING  SCHEDULER  OPTION.  Enter  1  and  press 


sum?. » 
1.2 


Training  Heeegcwent 


1.  Training  Seim*. lor 

2.  Atman ' Training  Sieori  WTH)  Heneger 

3.  Begorting  Program 

4.  Meal If ication  Aaaaaanant 

5.  Off-Linn  Tnnt  Control 

6.  Off-Lino  Toot  Scaring 

7.  tan  misting  Event 

f.  On  it  Tkin  Ham 


Solact  Option:  1 


A  prompt  is  added  at  the 
bottom  of  the  screen,  as 
illustrated  at  the  left. 


Select  Type  of  Treinief  I 

10*1-12 


STEP  3: 


(Drainer,  (Supervisor,  (Q)uit  ?  £ 


SELECT  THE  SUPERVISOR  OPTION.  Enters  (or  s)  and  press 
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(KTB3S.ni 

l.S 

Individual  Training  Sagulrananta  6  Jan  89 

Saainunt  Xavlw  and  Ganaration 

1.  Updata  tv  ScMuia  Individual  Training  Raguiraaant 

2.  Schadula  Group  Training  Raguiroaanta 

3.  Training  Ivont  Saviaa  or  Updata 

4.  add  Tar  annual  To  biating  Irani 

5.  Print  Training  bguiraaunta  for  Group 

6.  Print  Sehadalaa  for  Group 

?.  Md  Group  Training  Raguireaenta 

g.  Bait  Tkia  Nana 

Salact  Option:  S 

10-1-13 

Options  5  and  6  on  the  menu 
you  are  now  viewing  pertain 
to  the  ATR  data  you  may 
print  for  the  group. 

You  may  select  only  one 
option  at  a  time.  The  pro¬ 
cedures  for  both  options  are 
the  same. 


sTEP4: 


SELECT  THE  PRINT  TRAINING  REQUIREMENTS  FOR  GROUP  OPTION 
(enter  5  and  press  (  returnOi.  or  select  the  print  schedules  for  group 
option  (enter  6  and  press  t  RETUBnD).  Option  5  is  illustrated. 


A  print  prompt  then  appears 
at  the  bottom  of  the  screen, 
advising  you  the  print  is 
taking  place. 


STEP  5: 


PRESS  rRETURN-] ,  AS  PROMPTED, 
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The  printing  of  ATR  data  takes  a  few  minutes  to  be  processed.  The  data  will  print 
at  the  ALPS  printer  located  in  your  primary  workccntcr  depending  on  your  Printer  ID  at 
the  time  of  print. 


LAST  STEP 


Repeat  Steps  4  and  5  if  you  want  to  print  more  ATR  data  for  your  group  (i.e.,  choose 
the  option  you  didn’t  previously  select  at  Step  4). 


If  you  are  finished  printing  data  for  your  group,  quit  each  screen  until  you  reach  the  AOTS 
Primary  Access  Menu.  At  that  point,  you  may  quit  the  menu  and  log  off  the  system,  or  you 
may  perform  another  AOTS  function. 


f 
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10.2  Report  or  Revise  incorrect  Personnel  Data  for  an  Airman 


Because  most  personnel  data  are  updated  into  the  AOTS  from  the  Personnel  Data  System 
(PDS),  neither  you  nor  any  other  user  of  the  AOTS  can  make  revisions  to  much  of  the  data. 
For  the  data  you  cannot  change,  you  will  need  to  report  any  incorrect  or  missing  data  through 
the  mechanisms  you  currently  use.  This  handbook  does  not  address  any  mechanisms  that 
exist  because  there  are  too  many  different  ways  personnel  information  is  reported  to  the 
CBPO  (or  other  responsible  offices)  for  corrective  action.  Since  data  from  the  PDS  are 
updated  periodically  into  the  AOTS,  the  errors  reported  and  corrections  made  will  help 
accomplish  data  accuracy  for  both  systems. 

As  a  supervisor,  you  must  determine  how  incorrect  personnel  data  will  be  reported  for 
the  persons  who  work  for  you.  Some  personnel  data  are  used  in  many  AOTS  processes  and 
functions.  Incorrect  data  could  result  in  erroneous  reports,  notices,  ATRs,  OPTRs  and  other 
products/data  that  the  AOTS  supports.  (For  any  incorrect  personnel  data  in  vour  ATR,  you 
need  to  work  with  your  supervisor  to  determine  how  to  report  the  data  that  requires  correction.) 

Some  specific  data  you  should  pay  close  attention  to  are  addressed  below.  Through 
these  examples  you  should  recognize  the  importance  of  correct  personnel  data. 

o  The  airman’s  name,  rank  and  SSAN  appear  on  many  AOTS  reports  and  notices. 

o  The  airman’s  CAFSC  is  used  in  these  (and  other)  ways: 

The  CAFSC  is  used  by  the  AOTS  to  determine  the  person’s  access  authorization 
to  data  which  arc  sorted  by  AFS  and  functions  which  can  be  performed 
for  more  than  one  AFS. 


-  When  an  airman’s  CAFSC  is  changed,  the  airman’s  current  ATR  is  emptied 
and  "archived"  into  a  part  of  the  AOTS  database  which  stores  archived  ATR 
data.  In  the  event  the  airman’s  CAFSC  is  changed  back  to  the  previous 
CAFSC,  the  "archived"  ATR  can  then  be  "restored"  so  that  you  won’t  have 
to  completely  reaccomplish  the  individual’s  ATR  data. 

o  The  airman’s  Duty  Position  Number  and  Duty  Title  are  used  for  various  AOTS 
processes: 

The  airman’s  duty  position  number  is  used  as  an  OPTR  ID.  The  OPTR  lists 
the  requirements  of  the  duty  position  the  airman  is  currently  occupying 
(i.e.,  the  tasks  that  must  be  performed  and  other  training  that  must  be 
completed). 

The  airman’s  duty  title  is  sometimes  used  as  an  OPTR  Title. 


When  a  Qualification  Assessment  (training  diagnosis)  process  is  performed, 
the  airman  is  normally  assessed  against  the  OPTR  ID  which  matches  the 
airman’s  duty  position  number.  Additionally,  when  the  airman  is  assigned 
against  the  OPTR,  the  system  automatically  produces  an  Individual  Training 
Requirements  (ITR)  for  the  airman. 
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o  The  airman’s  DAFSC  is  correlated  to  his/her  position  number  (and  therefore  also 
to  an  OPTR).  When  the  airman’s  DAFSC  or  position  number  is  changed,  an 
automatic  notice  is  generated  by  the  system  to  advise  you  (the  airman’s  supervisor) 
that  a  change  has  taken  place  and  a  new  OPTR  may  be  required. 

This  section  illustrates  and  explains  the  screens  you  will  see  as  you  access  another 
airman’s  ATR  to  review  and  revise  his/her  personnel  data. 


Personnel  Data  are  obtained 
and  processed  using  the  ATR 
Manager.  To  access  the  ATR 
Manager,  for  data  other  than 
your  own,  you  must  first 
choose  the  Training  Man¬ 
agement  option  listed  on  the 
AOTS  Primary  Access  Menu 
(the  menu  is  illustrated  at 
the  left). 


0=STEP,: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  2  and  then  press 
l  RETURN  ). 
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You  can  sec  the  ATR  Man¬ 
ager  option  on  the  screen 
illustrated  at  the  left. 


£3=  STCP* 


SELECT  THE  ATR  MANAGER  OPTION.  Enter  a  2  and  then  press 

[  RETURN  1 


To  review  and  revise  per¬ 
sonnel  data  you  must  select 
the  Edit  option. 


Or3  STEP3: 


SELECT  THE  EDIT  A  TRAINING  RECORD  OPTION.  Enter  a  2  and  then 
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A  prompt  is  added  to  the 
screen  (as  illustrated  in  the 
screen  at  the  left). 


o  The  AOTS  matches  the  SSAN  you  enter  with  the  SSANs  of  the  persons  listed  on 
your  Supervision  List.  Normally,  you  will  not  know  the  SSAN  of  each  airman 
who  works  for  you.  If  you  select  the  E  option,  you  will  then  need  to  enter  the 
correct  SSAN  of  an  airman. 


If  the  SSAN  is  incorrect,  or  if  the  airman’s  SSAN  is  not  one  of  those  on 
your  supervision  list,  the  AOTS  provides  you  with  a  prompt  (rather  than 
ATR  data).  Once  you  press  i  return  i,  as  prompted,  you  can  repeat  Step  4 
(using  another  SSAN). 

If  a  correct  SSAN  is  entered,  you  will  not  see  the  next  screen  illustrated, 
therefore,  proceed  to  the  information  presented  after  Step  5. 

o  Selecting  I  (or  i)  from  the  prompt  provides  a  list  of  airmen  you  may  access  data 
for  (the  same  persons  that  are  listed  on  your  Supervision  List).  The  I  (  or  i) 
option  is  illustrated,  since  you  will  select  the  I  option  most  often. 


STEP4: 


SELECT  THE  IDENTIFY  AIRMAN  FROM  LIST  OPTION.  Enter  I  (or  I)  and 

then  press  1  return  ) . 
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By  selecting  the  number 
corresponding  to  the  airman 
whose  ATR  you  want  to 
review,  you  gain  access  into 
his/her  data. 


Of3  STEP5: 


SELECT  THE  AIRMAN  FOR  WHOM  YOU  WANT  TO  REVIEW/REVISE 
DATA.  Enter  the  Data  Field  number  corresponding  to  the  airman  and  press 
[  RETURN  J. 


You  may  recognize  the 
options  illustrated  at  the 
left,  as  they  appeared  when 
you  reviewed  your  AOTS 
data  (among  other  options). 


OP STEP6: 


SELECT  THE  PERSONNEL  DATA  OPTION.  Enter  a  2  and  then  press 

(  RETURN  ) 
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HCT832.804  Atman  Training  Record  (ATF)  Nanager  30  Now  80 

1.0  Feraomtel  Data 

Parson* l  Information 

Nam:  Adam,  fat  A.  SSAH:  000008001 

B0B:  IS  Sap  1967  TAFHS8:  81  Oct  ISOS  MS:  30  Sap  1909 

Enliatmat  Category .  1  Crada:  I-  4  Projected  Grade:  E-  8 

AfSC  Information 

PATSC:  81158  2APSC:  3AFSC : 

4AFSC:  GAFSC:  811S8  BAFSC:  31158 

foe  It  ton  Infomation 

foa  hue:  8110112  Dtg  Stat:  18  lac  Stat:  28  Off  &*•:  SPAT 
Title:  AEROSPACE  SECURITY  SPECIALIST  Phone  Ext:  2604 

BAS:  22  Pah  1906  BT  ASGB  UC:  22  Pah  1906  Duty  Tyre:  2 
Organisation  Infomation 
PAC:  435308  ilhCtr:  Priority  ‘C  Aircraft  Security 
PAS:  BHBTFNBS  Unit:  67th  Security  Police  Sguadron 
Loc  IB:  UK’  Inatallation:  Bargatma  APB,  TX 

Pro. I  PAS:  Pmtr  IB:  TXT1 


Please  Select  the  Field  to  edit  Bate  (A)aaignad,  (D)uty  Tyre,  (8>uit  ? 


10-2-7 


The  airman  may  have 
advised  you  that  some  of 
his/her  data  are  incorrect  or 
missing.  Or,  you  may  be 
reviewing  the  airman’s  ATR 
and  notice  that  some  of  the 
personnel  data  are  incor¬ 
rect/missing. 


o  You  may  only  change  data  for  two  fields  on  this  data  screen.  The  fields  are 
those  identified  in  the  prompt  at  the  bottom  of  the  screen. 

If  you  want  to  revise  the  Date  Assigned  to  Workcenter,  you  must  enter  A 
for  the  Date  (A)ssigned  option. 

Another  prompt  is  displayed  on  the  screen,  which  provides  you  with 
the  format  you  must  use  when  entering  the  date.  You  must  type  in 
a  one  or  two  digit  day,  a  three  digit  month  and  a  four  digit  year  (DD 
MMM  YYYY).  Once  you  enter  the  date  and  press  Return,  the  original 
prompt  reappears  on  the  screen. 

If  you  want  to  revise  the  code  that  represents  the  airman’s  type  of  duty, 
you  must  enter  D  (or  d)  for  the  (D)uty  Type  option. 

The  AOTS  provides  a  legend  that  defines  the  code  values  for  duty  type 
(i.e.,  l«Supervisor,  2*Technician,  3-Both,  4*Other).  A  prompt  also 
appears  which  reflects  the  range  of  values  you  may  enter  for  this  data 
field  (1-4). 

If  the  individual  performs  supervisory  duties  only,  "1"  should  be 
reflected  as  the  duty  type. 

If  the  individual  does  not  supervise  personnel,  but  does  perform 
technical  duties,  "2"  should  be  reflected  as  the  duty  type. 

If  the  individual  supervises  personnel  and  performs  technical  tasks 
required  by  his/her  duty  position,  "3"  should  be  reflected  as  the  duty 
type. 

If  the  airman  is  not  a  supervisor  nor  performs  technical  AFS  tasks 
(i.e.,  he/she  is  an  instructor),  "4“'  should  be  reflected  as  the  duty  type. 
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Once  you  enter  the  code  and  press  Return,  the  duty  type  is  changed 
and  the  original  prompt  reappears  on  the  screen. 


step?: 


QUIT  THE  PERSONNEL  DATA  SCREEN.  Enter  a  Q  (or  q)  and  then  press 

1  RETURN  1 


o  If  you  selected  one  or  both  of  the  options  on  the  Personnel  Data  screen,  a  prompt 
will  appear  that  advises  you  the  information  changed  has  been  saved. 


The  screen  illustrated  at  the 
left  reappears  once  you 
complete  Step  7. 


LAST  STEP 


Continue  to  quit  each  screen  until  the  AOTS  Primary  Access  Menu  appears  on  the  screen.  At 
that  point,  you  may  quit  the  menu  and  log  off  the  systems,  or  you  may  choose  another  option 
and  perform  another  function.  Enter  a  Q  (or  q)  and  press  C  return  1  until  you  have  returned 
to  the  primary  menu. 
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10.3  Report  or  Revise  an  Incorrect  AOTS  Access  Level 


Before  the  AOTS  was  available  to  workcenters,  each  user’s  access  levels  were  updated 
into  the  AOTS.  This  section  explains  and  illustrates  how  you  can  revise  the  access  levels  for 
the  persons  who  work  for  you.  As  a  supervisor,  if  vour  Access  Levels  are  incorrect,  you  will 
have  to  talk  with  vour  supervisor  and  decide  how  to  report  the  incorrect  data.  The  unit 
Training  Manager  or  a  member  of  the  1ST  may  revise  the  data  for  a  supervisor.  (The  telephone 
number  for  the  AOTS  hotline,  which  allows  you  to  reach  an  1ST  member,  is  included  at  the 
end  of  this  section.) 

c  If  an  individual  does  not  have  access  as  authorized  by  the  airman’s  User  Type(s), 
the  airman  will  not  be  able  to  perform  all  the  functions  or  access  all  the  data 
authorized  (and  required)  when  interacting  with  the  system. 

o  If  an  individual  has  too  much  access,  the  airman  could  perform  functions  and 
access  data  which  were  intended  only  for  users  who  have  the  proper  authori¬ 
ty/responsibility.  For  the  most  part,  functions  cause  data  to  be  produced,  sorted, 
changed,  etc.  Unauthorized  use  can  corrupt  the  AOTS  database. 

If  an  individual  advises  you  that  an  airman  has  an  invalid  Access  Level,  qt  if  you 
notice  incorrect  data  when  reviewing  the  person’s  Access  Levels,  follow  the  procedures  in 
this  section  to  correct  the  Access  Level. 


You  obtain  and  process 
Access  Level  data  by  using 
the  ATR  Manager.  To  access 
this  editor  to  work  with  data 
other  than  your  own,  you 
must  first  choose  the 
Training  Management 

option  that  is  listed  on  the 
AOTS  Primary  Access  Menu 
(as  illustrated  at  the  left). 


QT  STEM 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  a  2  and  press 

1  RETURN  I. 
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The  screen  illustrated  at  the 
left  appears  next,  with  the 
ATR  Manager  option 
appearing  second  on  the 
menu. 


CW3  STEP2: 


SELECT  THE  AIRMAN  TRAINING  RECORD  (ATR)  MANAGER  OPTION. 

Enter  a  2  and  then  press  L  return..]. 


To  review  and  revise  data 
while  using  the  ATR  Man¬ 
ager,  you  must  select  the 
EDIT  option. 


SELECT  THE  EDIT  A  TRAINING  RECORD  OPTION.  Enter  a  2  and  press 

(■■RETURN.  J. 
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NGTa32.SK 

i.« 

Ad  winced  Ow-The-Jofe  Training  Syatcn  (AOTS) 

Aiman  Training  Uncord  (AIR)  Manager 

3B  Nov  08 

1. 

2. 

3. 

4. 

•  las lay  a  Training  BacorJ 

Ult  a  Training  Bacon 4 

Print  Training  Bacord 

Untlfy  «  nau  Baty  Pasition 

Sait  This  Nsnu 

Sal act  Option:  2 

(Dimitry  Atman  Fro  List.  (Eintsr  Spsclflc  SSAN,  (Q)uit  ?  i 

10-3-4 

A  prompt  is  added  to  the 
screen  (as  illustrated  at  the 
left). 


o  The  AOTS  matches  the  SSAN  you  enter  with  the  SSANs  of  the  persons  listed  on 
your  Supervision  List.  Normally,  you  will  not  know  the  SSAN  of  each  airman 
who  works  for  you.  If  you  select  the  E  (or  e)  option,  you  will  then  need  to  enter 
the  correct  SSAN  of  an  airman. 

If  the  SSAN  is  incorrect,  or  if  the  airman’s  SSAN  is  not  one  of  those  on 
your  supervision  list,  the  AOTS  provides  you  with  a  prompt  (rather  than 
ATR  datay.  Once  you  press  1  return  J,  as  prompted,  you  can  repeat  Step  4 
(using  another  SSAN). 

If  a  correct  SSAN  is  entered,  you  will  not  see  the  next  screen  illustrated, 
therefore,  proceed  to  the  information  presented  after  Step  5. 

o  Selecting  I  (or  i)  from  the  prompt  provides  a  list  of  airmen  you  may  access  data 
for  (the  same  persons  that  are  listed  on  your  Supervision  List).  The  I  option  is 
illustrated  since  you  will  select  the  I  option  most  often. 


(J  STEP4: 


SELECT  THE  IDENTIFY  AIRMAN  FROM  UST  OPTION.  Enter  an  I  (or  i) 
and  then  press  (il£l URN.  J. 
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ASTB32.8B? 

J.8 

saw 

Training  HacorJ  Haaafar  38  Non  88 

Groar  Salaetton  >cwi» 

MW  NWS 

1. 

pm 

Aoorti.  Haariatta 

2. 

O00BBB001 

Sr* 

Mm.  rat  8. 

3. 

806666602 

Sr* 

Arpla.  Jofcn  A. 

4. 

866666065 

s*t 

Bafcar.  Jana  C. 

S. 

■raiharry,  Allan  It. 

Un  <onnor>  hmy»t 

10-0-5 

or  ((Ini ar  (fin) i  m 

■nfcar>.  <*>  fait)  8  <rataim»  4 

By  selecting  the  number 
corresponding  to  the  airman 
whose  ATR  you  want  to 
review,  you  gain  access  into 
his/her  data. 


Or" STEP5: 


SELECT  THE  AIRMAN  FOR  WHOM  YOU  WANT  TO  REVIEW/REVISE 
DATA  FOR.  Enter  the  number  corresponding  to  the  individual  and  then 


The  option  to  obtain  Access 
Level  data  are  reflected  on 
the  screen  illustrated  at  the 
left. 


|^=>  STEPS: 


SELECT  THE  ACCESS  LEVEL  OPTION.  Enter  a  4  and  press  (  return  ). 
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This  screen  illustrates  an 
individual’s  User  Access 
Levels.  A  value  of  "True" 
indicates  the  individual  h<|£ 
access  as  that  User  Type.  A 
value  of  "False"  indicates  the 
person  does  not  have  access 
authority  as  that  User  Type. 


o  The  AOTS  will  allow  you  to  change  access  levels  for  any  person  listed  on  your 
supervision  list,  as  long  as  the  person’s  access  level  being  revised  is  not  equal  to 
or  beyond  vour  access  level  authorizations.  In  other  words,  as  a  supervisor,  you 
can  only  change  Trainee  and  Trainer/Evaluator  access  levels. 

Within  the  AOTS,  a  user  who  performs  a  wider  OJT  role  (i.e..  Training 
Manager  and  Supervisor)  has  access  authorization  to  most  AOTS  functions 
and  data.  A  user  who  performs  a  more  restricted  OJT  role  (i.e..  Trainer  or 
Evaluator)  has  less  access  authorization  to  AOTS  functions/data.  A  trainee 
has  minimal  access  to  data  and  functions. 


Nearly  ail  users  are  designated  as  a  trainee.  Unless  the  person  is  fully 
position-qualified,  the  value  for  trainee  should  be  reflected  as  "True." 

If  an  individual  has  been  designated  as  another  person’s  primary 
trainer  or  evaluator,  or  if  the  individual  is  designated  to  train  or 
evaluate  one  or  more  events,  he/she  should  be  authorized  the  access 
level  of  Trainer/Evaluator,  and  the  value  for  that  access  level  should 
be  "True." 


If  an  individual  works  for  you  and  he/she  is  also  a  supervisor,  you  will 
have  to  call  or  ask  your  training  manager  to  correct  the  Supervisor  Access 
Level  data,  or  you  can  contact  the  1ST  at  Bergstrom  AFB  via  the  AOTS 
hotline.  You  will  n^i  see  the  Supervisor  Access  Level  (nor  it’s  true/false 
value),  so  unless  the  individual  reports  it  (when  he/she  reviews  own  ATR 
data),  you  will  not  know  that  the  data  are  incorrect. 

o  If  you  want  to  revise  an  access  level,  select  the  number  corresponding  to  the  level 
you  want  changed,  press  i  return  )  and  the  true/false  value  is  toggled. 


Once  the  value  is  reflected  correctly,  you  must  press  pad  dD  (as  prompted) 
at  which  time  the  AOTS  accepts  your  revision.  (Remember  to  check  the 
1  55m  lock~~1  key  to  ensure  the  red  light  is  on,  or  pad  dD  will  not  operate 
correctly.)  The  original  prompt  then  reappears  on  the  screen. 
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You  should  repeat  this  process,  if  you  need  to,  for  the  other  access  level, 
then  proceed  to  Step  7.  Once  you  quit  the  screen,  a  prompt  will  appear 
advising  you  that  the  information  was  saved  (updated). 


or STEP7: 


QUIT  THE  ACCESS  LEVEL  SCREEN.  Enter  a  Q  (or  q)  and  press 

l  RETURN  ). 


LAST  STEP 


Continue  to  quit  each  screen  until  the  AOTS  Primary  Access  Menu  appears.  Enter  a  Q  (or 
q)  and  then  press  t  return  )  for  quitting.  You  may  quit  the  Primary  Access  menu  and  log 
off  the  AOTS,  or  continue  with  other  functions  contained  in  this  handbook. 


A  REMINDER 


If  you  are  having  problems,  the  AOTS  hotline  is  available  to 
provide  you  with  HELP.  The  telephone  number  for  the  AOTS 
HELP  hotline  is: 


Bergstrom  AFB  .  .  .HELP  (or  4357) 

Elsewhere . AUTOVON  8-685-HELP 

(Commercial:  1-5 12-369-HELP) 
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10.4  Report  or  Revise  an  Incorrect  Supervision  List 


Within  the  AOTS,  a  Supervision  List  exists  for  each  supervisor  and  training  manager. 
The  Supervision  List  identifies  the  persons  for  whom  data  can  be  accessed  and  functions 
can  be  performed.  For  a  supervisor,  this  list  contains  all  persons  he/she  directly  or  indirectly 
supervises. 


Before  workcenters  started  to  use  the  AOTS,  all  Supervision  Lists  were  updated  based 
on  PDS  data  and  data  collected  from  the  participating  workcenters.  Since  then,  PCA/PCS 
moves  and  realignments  within  workcenters  have  caused  (and  will  continue  to  cause)  changes 
to  occur  to  some  lists. 


o  As  a  supervisor,  you  are  responsible  for  periodically  reviewing  the  Supervision 
Lists  of  each  supervisory  person  that  directly  reports  to  you. 


o  If  personnel  are  missing  from  a  Supervision  List,  or  if  persons  had  been  erroneously 
listed,  you  need  to  comply  with  the  procedures  outlined  in  this  section  to  revise 
(correct)  the  list. 


When  changes  are  made  to  a  Supervision  List  of  a  member  who  directly  reports  to  you, 
normally  changes  will  also  be  required  to  your  Supervision  List.  You  are  ngi  allowed  to 
make  changes  to  your  own  Supervision  List.  You  must  report  any  required  revisions  to  your 
supervisor  or  training  manager,  or  a  member  of  the  1ST. 


o  Your  Supervision  List  should  include  all  personnel  who  directly  or  indirectly 
report  to  you.  As  a  supervisor  of  one  or  more  supervisors,  if  a  person  is  removed 
from  or  added  to  a  supervisor’s  Supervision  List,  the  person  will  normally  have 
to  be  removed  from  or  added  to  your  list  as  well.  It  is  important  that  you  have 
access  to  data  and  functions  for  these  persons,  in  the  event  that  their  primary 
supervisor  is  on  leave  or  not  available  to  conduct/manage  their  training. 
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A  Supervision  List  is  stored 
with  the  individual’s  ATR 
data,  and  is  accessed  by 
using  the  ATR  Manager. 
The  ATR  Manager  is  an 
editor  that  can  be  accessed 
by  selecting  the  training 
management  option  on  the 
AOTS  Primary  Access  Menu 
(the  menu  is  illustrated  at 
the  left). 


or  stepi: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  2  and  press 

[RETURN  I  W 


The  ATR  Manager  option 
can  be  seen  on  the  screen  you 
are  now  viewing  (as  illus¬ 
trated  at  the  left). 


OP STEP2: 


SELECT  THE  AIRMAN  TRAINING  RECORD  (ATR)  OPTION.  Enter  2  and 

press!  return  1 
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HGT032.006  Advanced  (hr-The-Jc*  Training  System  (AOTS)  30  Nov  0B 

1.0  Aiman  Training  lecocd  (AW)  Manager 


1.  lisp lay  a  Training  Uncord 

2.  Edit  a  Training  Incord 

3.  Print  Training  Incord 

4.  Identify  a  nan  laty  Position 

g.  Qnit  This  Nnnu 


Snlnct  Option:  2_ 


10-4-3 


To  revise  ATR  data,  you 
must  select  the  edit  option. 


step3: 


SELECT  THE  EDIT  A  TRAINING  RECORD  OPTION.  Enter  2  and  press 

f  RFTT1RM  1 


HGTB32.M6  Mmol  Os-Dv-Jok  Training  Sgatea  (MTS)  3B  Nov  BB 

1.1  Alnwn  Training  Bn  carl  (AIR)  Anna  gar 


1.  tinging  a  Training  Uncord 

2.  Edit  a  Training  Uncord 

3.  Print  Training  la cord 

4.  I dart  if  y  a  nan  tatg  Pnaltlon 

g.  Halt  Thia  Haan 


Sal act  Option:  2 


(l)dantirg  Airann  Fran  List,  (fintar  Sgaclfic  SSAM,  <0>«lt  t  I 


10-d~d 


You  can  edit  ATR  data  for 
only  one  person  at  a  time. 
You  may  identify  the  indi¬ 
vidual  by  entering  his/her 
SSAN  or  by  selecting  the 
person  from  those  listed  on 
your  Supervision  List. 

If  you  select  the  E  option, 
you  will  then  need  to  enter 
the  person’s  SSAN.  You  will 
not  see  the  next  screen 
illustrated  below,  nor  will 
you  perform  Steps  4  and  5. 


pgP  STEP4: 


SELECT  THE  IDENTIFY  AIRMAN  FROM  UST  OPTION.  Enter  I  (or  i)  and 

then  press  (  RETURNJ . 


2i 


AOTS  User’s  Handbook 


DRAFT 


HGff32.M7 

Training  8arori  Hanayar  30  Now  88 

1.1 

(roar  SaUctioo  far— n 

saw 

MMK 

mm 

i. - 

ptm 

(team,  Haarlatta 

z.  aaaeeeeai 

Sr8 

M— .  Pat  8. 

3.  aaaaeaeez 

Sr8 

8ppla>  John  8. 

4.  0BBB8888S 

s*t 

Bakar,  Jam  C. 

NSft 

iNiterfy*  Allan  X. 

Um  <Oup* or>  hmjm, 

10-4-5 

or  <(bto  tfitU  m 

■Mr),  <f>  fait)  8  <nrtum>)  4 

The  persons  who  appear  on 
your  Supervision  List  is 
now  displayed,  for  you  to 
choose  the  person  whose  data 
you  want  to  revise. 


STEP  5: 


SELECT  THE  AIRMAN  WHOSE  ATR  YOU  WANT  TO  ACCESS.  Enter  the 
number  corresponding  to  the  desired  airman  and  press  LrtlllrnJ  . 


The  screen  illustrated  at  the 
left  shows  the  categories  of 
ATR  data  that  you  may 
access.  You  are  seeking  the 
Supervision  List  option. 


STEP  8: 


SELECT  THE  SUPERVISION  LIST  OPTION.  Enter  5  and  press 
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A  prompt  is  added  to  the 
bottom  of  the  screen  (as 
illustrated  at  the  left). 

The  AOTS  has  a  capability  to 
build  a  Supervision  List  by 
searching  the  AOTS  database 
for  persons  having  a  specific 
name,  rank,  PAS,  etc.  If  you 
select  the  Build  Supervision 
List  option,  the  system  will 
remove  every  person  pre¬ 
viously  listed  and  will  list 
those  persons  meeting  your 
search  criteria. 

Normally,  you  will  edit  an 
existing  list  rather  than 
building  a  new  list.  The 
following  procedures  only 
address  editing  an  existing 
list. 


0=  STCP7: 


SELECT  THE  EDIT  THE  EXISTING  UST  OPTION.  Enter  E  and  press 
(  RETURN  J. 


You  will  use  one  or  two 
options  to  make  revisions  to 
a  Supervision  List: 

Add  to  End  allows  you  to  add 
a  person  to  the  list  (refer  to 
Steps  8  and  9) 

Delete  allows  you  to  remove 
a  person  from  the  list  (refer 
to  Steps  10,  1 1  and  12). 


Qr3  STEP8: 


SELECT  THE  ADD  TO  END  OPTION.  Enter  A  (or  a)  and  press 

[  RETURN  1 
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The  cursor  relocates  to  the 
next  available  data  field  on 
the  list.  A  red  box  covers 
the  data  field  on  the  screen, 
so  you  can  see  where  your 
data  will  appear  once 
entered. 


or  step9: 


ENTER  THE  SSAN  OF  A  PERSON  WHO  BELONGS  ON  THE  LIST.  Enter 
the  SSAN  and  press  LRETURfl.  J. 


o  If  the  SSAN  is  not  recognized  as  one  that  belongs  to  an  AOTS  user,  the  system 
will  provide  the  following  error  message: 


The  entered  SSAN  is  not  an  AOTS  user,  please  reenter 
Press  <retum>  to  continue  .  .  . 


Normally,  you  would  receive  the  message  above  because  the  SSAN  you  entered 
was  typed  incorrectly.  Once  you  press  [  return"),  you  will  need  to  repeat  Steps 
8  and  9  (using  a  correct  SSAN  for  Step  9). 


o  If  the  SSAN  is  correct,  the  system  automatically  lists  the  person’s  rank  and  full 
name  under  the  respective  columns,  the  right  of  that  person’s  SSAN. 


o  You  may  continue  adding  more  persons  to  the  Supervision  List  by  repeating  Steps 
8  and  9  for  each  person.  If  you  need  to  delete  one  or  more  persons,  refer  to  Steps 
10  thru  12.  If  you  have  completed  all  your  revisions,  proceed  to  Step  13. 
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SUK2&.882 

Supervision  List 

38  Nou  68 

i.a 

0VQM1TE 

saw 

MMt  NAME 

SrA  Mens.  Pst  A. 

2.  BBBBBB8B? 

Si4  Apple,  John  A. 

Qiqom  Uit  option  (H>o4i fy 

10-4-10 

t  CD— art,  (A)4i  To  End,  (Dleltia, 

(QXiit  7  1 

To  delete  a  person  from  a 
Supervision  List,  you  must 
select  the  delete  option. 


STEP  10: 


SELECT  THE  DELETE  OPTION.  Enter  D  (or  d)  and 


You  then  must  identify  the 
person  you  want  deleted 
from  the  list. 


>  STEP  11: 


SELECT  THE  AIRMAN  TO  BE  DELETED  FROM  THE  LIST.  Enter  the 
number  corresponding  to  the  airman  to  be  deleted  and  press  Cret urn  ). 
(The  illustration  shows  the  second  airman  in  the  example  Supervision  Ust 
being  deleted.) 
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Another  prompt  appears  at 
the  bottom  of  the  screen,  as 
illustrated  at  the  left. 

If  you  select  No,  the  deletion 
process  is  ignored,  and  the 
original  prompt  returns  on 
the  screen. 


d3 


STEP  12: 


SELECT  THE  YES  OPTION.  Enter  Y  (or  y)  and 


o  The  person’s  SSAN,  rank  and  full  name  are  removed  from  the  list.  The  name  of 
person  that  had  been  listed  after  the  deleted  person  is  moved  up  one  position  on 
the  list.  (Sometimes,  zeros  are  temporarily  used  to  replace  the  deleted  person’s 
SSAN;  however,  once  you  complete  Step  1 3  the  zeros  are  removed  from  the  list.) 


o  The  original  prompt  returns  on  the  screen.  You  may  continue  to  delete  other 
persons  from  the  list  by  repeating  Steps  10  thru  12  for  each  person. 
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Once  all  corrections  arc 
made  to  the  list,  QUIT  the 
Supervision  List.  When  you 
quit  the  screen,  the  names 
are  automatically  alphabet¬ 
ized  on  the  list.  Although 
you  won’t  see  the 
alphabetizing  take  place,  the 
next  time  you  access  that 
member’s  Supervision  List, 
you  will  see  the  realphabet- 
lzed  list. 


CF  STEP  ,3: 


QUIT  THE  SUPERVISION  LIST  SCREEN.  Enter  Q  (or  q)  and  press 

L RETURN  j. 


LAST  STEP 


Continue  to  quit  each  screen  until  you  are  returned  to  the  AOTS  Primary  Access  Menu.  At 
that  point,  you  may  quit  the  menu  and  log  off  the  system,  or  you  may  select  another  option 
to  accomplish  another  function. 
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1 0.5  Designate  a  Primary  Trainer  or  Evaluator 


For  each  trainee  that  you  supervise,  you  need  to  designate  a  Primary  Trainer  and 
Primary  Evaluator. 


o  The  person  designated  as  the  Primary  Trainer  is  responsible  for  conducting  task 
training  for  the  trainee. 


o  The  person  designated  as  the  Primary  Evaluator  is  responsible  for  evaluating  the 
trainee’s  knowledge  and  performance  of  tasks  once  training  has  occurred.  The 
evaluator  obtains  and  administers  off  line  knowledge  and  performance  tests,  and 
scores  evaluation  results  on  line. 


o  An  individual  may  be  designated  as  both  the  Primary  Trainer  and  Evaluator. 


o  You,  as  the  trainee’s  supervisor,  may  designate  yourself  to  be  the  person’s  primary 
trainer  and/or  evaluator. 


Each  time  a  training  event  is  assigned,  scheduled,  reassigned  or  rescheduled  for  the 
individual,  the  trainer  for  the  event  is  designated.  The  AOTS  assumes  the  primary  trainer 
will  conduct  the  training,  unless  you  designate  another  individual  at  the  time  you  generate 
the  event.  (The  same  holds  true  for  an  evaluation  event  and  primary  evaluator.) 


Before  you  begin  to  assign  or  schedule  any  event  for  an  individual,  you  must  comply 
with  the  procedures  contained  in  this  section  so  that  the  individual  has  a  designated  Primary 
Trainer  and  Primary  Evaluator  reflected  in  his/her  training  record. 
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To  designate  a  Primary 
Trainer  or  Evaluator,  you 
must  use  the  ATR  Manager. 
The  ATR  Manager  is  an 
AOTS  editor  which  can  be 
accessed  by  selecting  the 
Training  Management 

option  on  the  AOTS  Primary 
Access  Menu  (illustrated  at 
the  left). 


0=STEP1: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  2  and  press 
L  RETURN  ]. 


The  ATR  Manager  option 
can  be  seen  on  the  screen  you 
are  now  viewing  (as  illus¬ 
trated  at  the  left). 


STEP  2: 


SELECT  THE  AIRMAN  TRAINING  RECORD  (ATR)  MANAGER  OPTION. 

Enter  2  and  press  1  return  ) . 
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To  revise  ATR  data,  you 
must  select  the  edit  option. 


or  step3: 


SELECT  THE  EDIT  A  TRAINING  RECORD  OPTION.  Enter  2  and  press 

[  RETURN  1 


You  may  identify  the  indi¬ 
vidual  by  entering  his/her 
SSAN,  or  by  selecting  the 
person  from  those  listed  on 
your  Supervision  List. 

If  you  select  the  E  option, 
you  will  then  need  to  enter 
the  person’s  SSAN.  You  will 
not  see  the  next  screen 
illustrated  below,  nor  will 
you  perform  Steps  4  and  5. 


STEP  4:  SELECT  THE  IDENTIFY  AIRMAN  FROM  LIST  OPTION.  Enter  I  (or  i)  and 

1  13  press!  RETURN  J. 
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The  persons  that  appear  on 
your  Supervision  List  are 
now  displayed.  You  may 
access  only  one  person’s 
ATR  at  a  time. 


STEP5: 


SELECT  THE  AIRMAN  WHOSE  ATR  YOU  WANT  TO  ACCESS.  Enter  the 
number  corresponding  to  the  desired  airman  and  press  L RETURN  J. 


The  Primary  Trainer  and 
Primary  Evaluator  data  are 
stored  with  the  person’s  ITR 
data. 


STEPS: 


SELECT  THE  INDIVIDUAL  TRAINING  REQUIREMENTS  OPTION.  Enter  1 
and  i 
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NTH.W  lalloiiual  Trailing  kgilnmti  6  Jan  19 

1.5  Sal  act  Action  ImM 


1.  Upitto  or  SeMiU  Training 
Z.  Trailing  ScMulaa  lafomatioi 

3.  Ponition  Task  qualification  Status 

4.  Print  Trailing  Bagulr—ila 

5.  Print  Trailing  SeMulas 

6.  Print  Position  Tank  Qua 1 if icat ions 

7.  hem  Gonarai  ITU 

g.  Quit  Thin  ini 


SalKrt  Option:  7 


104-7 


The  General  ITR  data 
includes  the  person's  Pri¬ 
mary  Trainer  and  Evaluator. 


GrsTEp7: 


SELECT  THE  ACCESS  GENERAL  ITR  OPTION.  Enter  7  and  press 
[  RETURN  ) 


The  Primary  Trainer  is 
found  in  Data  Field  #1  and 
the  Primary  Evaluator  is 
found  in  Data  Field  #2. 

You  add  or  change  the  per¬ 
son’s  data  in  these  two  fields 
in  the  same  manner. 


Gf= STEP* 


SELECT  THE  DATA  FIELD  YOU  WANT  TO  UPDATE.  Enter  1  or  2  and 
press  l  RETUBfcO.  (The  example  shows  the  Primary  T rainer  being  desig¬ 
nated.) 
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The  prompt  changes  at  the 
bottom  of  the  screen  (as 
illustrated  at  the  left), 
advising  you  to  enter  the 
trainer’s  (or  evaluator’s) 
SSAN. 


STEP  9: 


ENTER  THE  SSAN  OF  THE  PRIMARY  TRAINER  OR  EVALUATOR.  Enter 
the  appropriate  SSAN  and  | 


o  The  Trainer’s  (or  evaluator’s)  name  is  automatically  included  in  the  data  field, 
next  to  that  person’s  SSAN. 

o  If  you  need  to,  repeat  Steps  8  and  9  so  that  both  fields  contain  correct  data. 


Once  the  data  are  reflected 
correctly,  proceed  to  Step  10. 


STEP  10: 


QUIT  THE  GENERAL  ITR  SCREEN.  Enter  Q  (or  q)  and 
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A  prompt  is  added  to  the 
bottom  of  the  screen  once  the 
updated  data  are  processed 
by  the  AOTS. 


|2j|P  STEP  11:  PRESS  CHHHED,  AS  PROMPTED. 


LAST  STEP 


Continue  to  quit  each  screen  until  the  AOTS  Primary  Access  Menu  appears  on  the  screen.  At 
that  point  you  may  quit  the  menu  and  logoff  the  system,  or  you  may  proceed  with  another 
function. 
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10.6  Review  an  Airman’s  Position  Qualification  Status 


As  a  SUPERVISOR,  you  may  wish  to  review  the  position  qualification  status  of  one 
or  more  of  the  airmen  under  your  supervision.  Using  the  AOTS,  you  can  easily  determine 
the  qualification  status  of  an  airman  on  any  of  the  tasks  required  for  the  airman’s  duty 
position  (i.e.,  whether  the  airman  is  certified  on  the  task  and,  if  not  certified,  the  training 
status  of  that  airman  on  that  task). 

This  section  of  the  AOTS  User’s  Handbook  tells  how  to  access  this  information  in  the 
most  efficient  manner  and  how  to  locate  the  training  information  you  need  on  a  particular 
task. 


suraz7.se i 

1.2 


Mmol  On- Die- Jot  Training  Systen  (MTS) 
Prinary  Sec— a  Haw 


1.  Taraonal  Training  Inf or wallow 

2.  Training  Hamganont 

3.  Raster  Task  List  (ML)  interfs 

4.  Position  Rsgnlranante 


Select  the  Training  Man¬ 
agement  option  at  the  Pri¬ 
mary  Access  Menu. 


g.  Salt  This  Hama 


Salad  Option:  2_ 


STEP  1: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  a  2  and  then 
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Select  the  Airman  Training 
Record  (ATR)  Manager 
option  from  the  Training 
Management  menu. 


STEP  2: 


SELECT  THE  ATR  MANAGER  OPTION.  Enter  a  2  and  then  press 


In  this  function  you  will  be 
editing  an  airman’s  training 
record. 


STEP  3: 


SELECT  THE  EDIT  A  TRAINING  RECORD  OPTION.  Press  2  and  then 


This  command  will  cause  the  Prompt  (I)dentify  Airman  from  List,  (E)nter 
Specific  SSAN,  (Q)uit  to  appear. 


STEP  4: 


SELECT  THE  IDENTIFY  AIRMAN  FROM  UST  OPTION.  Enter  an  I  (or  i) 
and  then  press  (  RITURNJ . 
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Your  supervision  list  will  be 
displayed  on  the  Training 
Record  Manager  Group 
Selection  Screen. 

Select  the  airman  whose 
status  you  wish  to  review. 

You  can  access  the  records 
of  only  one  airman  at  a  time. 


GT STEP5: 


SELECT  THE  AIRMAN.  Enter  the  field  number  of  the  airman  and  then 
press  f  RETURN  ) . 


The  Position  Qualification 
Status  for  an  airman  is 
accessed  through  the  air¬ 
man’s  ITR. 


SELECT  THE  INDIVIDUAL  TRAINING  REQUIREMENTS  OPTION.  Enter  1 
and  then  press  t  return! . 
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The  screen  you  now  see 
enables  you  to  access  the 
person’s  ITR,  training 
schedule  and  position  qual¬ 
ification  listing. 


OP STEP7: 


SELECT  THE  POSITION  TASK  QUALIFICATION  STATUS  OPTION.  Enter 
a  3  and  then  press  [  RET  URN  J . 


The  Position  Qualification 
Status  screen  lists  the  tasks 
which  the  individual  is 
required  to  perform  in 
his/her  current  duty  posi¬ 
tion.  (The  tasks  listed  here 
are  the  same  tasks  that 
comprise  the  OPTR  to  which 
the  person  is  currently 
assigned.) 

The  individual’s  certifica¬ 
tion  or  training  status  is 
identified  for  each  task.  The 
Certification  Date  is  iden¬ 
tified  for  each  certified  task. 
The  Recertification  Due 
Date  is  identified  for  each 
task  on  which  the  person  is 
certified  and  must  be  peri¬ 
odically  recertified. 


cit STEP,: 

EITHER: 

OR: 


LOCATE  THE  TASK  ON  WHICH  YOU  WISH  TO  REVIEW  THE  AIRMAN’S 
STATUS. 


Use  tPaun  i  or  iPaDn  i  key  to  scroll  down  or  up  through  the  OPTR  Task  List. 
Use  the  Search  Function: 

-  >  Press  T  (or  t)  and  then  | 

-  >  Enter  the  Task  I D  and  then  i 
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At  this  point  the  system  will  do  one  of  three  things: 

(a)  take  you  to  the  screen  on  which  the  task  appears; 

(b)  if  you  are  already  beyond  that  task  ID  in  the  OPTR,  display  this  prompt: 
"Found  in  reverse  direction.  Go  there?  (Y)es,  (N)o  ?"; 
or 

(c)  display  a  message  that  the  requested  task  ID  does  not  exist  (on  this  listing). 


STEP  9: 


CHECK  THE  STATUS  OF  THE  TASK.  Read  the  data  appearing  in  the  “Sta¬ 
tus*  field  for  the  task. 


NOTE: 


The  status  will  be  one  of  four  designations:  Certified,  Awaiting 
Certification,  In  Progress,  or  None.  If  the  designation  is 
Certified,  the  date  on  which  the  certification  occurred  will  be  displayed  in 
the  Cert  Date  field.  There  should  also  be  a  recertification  date  in  the  Recert. 
Due  field  for  tasks  on  which  the  airman  is  certified  and  must  periodically 
be  recertified. 


You  may  now  review  another  task  or  exit  from  this  function. 

LAST  STEP 

Execute  the  following  command  enough  times  to  return  you  to  the  AOTS  Primary  Menu: 
Press  Q  (or  q)  and  then  press  (  return  ). 
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10.7  Access  an  Airman’s  General  Training  Data 


As  a  SUPERVISOR,  you  will  have  occasions  when  you  will  need  to  access  the  general 
training  information  contained  in  the  Training  History  and  ITR  (Individual  Training 
Requirements)  portions  of  the  training  records  of  the  airmen  under  your  supervision.  This 
section  will  tell  you  how  to  access  the  general  training  information  and  will  describe  the 
items  that  you  may  edit/modify  in  the  records. 


Select  the  Training  Man¬ 
agement  option  at  the  Pri¬ 
mary  Access  Menu. 


0=STCP,: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  a  2  and  then 
press!  RETUBNJ. 


Select  the  Airman  Training 
Record  (ATR)  Manager 
option  from  the  Training 
Management  menu. 


CW3 STEP2: 


SELECT  THE  ATR  MANAGER  OPTION.  Enter  2  and  then  press 

1  RETURN  J. 
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NGT832.B86 

i.a 

Advanced  On-The-Jofc  {reining  Suntan  (AOTS) 
Airnaa  Training  Uncord  (ATS)  Manager 

38  Hoa  88 

1.  Singing  a  Training  Beccrd 

2.  Uit  a  Training  Record 

3.  Trial  Training  Record 

4.  Identify  a  nan  lety  Foaition 

g.  Quit  Thin  Menu 

Salad  Option: 

2_ 

10-7-3 

* 

In  this  function  you  will  be 
editing  an  airman’s  training 
record. 


STEP3: 


SELECT  THE  EDIT  A  TRAINING  RECORD  OPTION.  Enter  a  2  and  then 


This  command  will  cause  the  Prompt  (l)dentify  Airman  from  List,  (E)nter 
Specific  SSAN,  (Q)uit  to  appear. 


STEP4: 


SELECT  THE  IDENTIFY  AIRMAN  FROM  UST  OPTION.  Press  I  (or  lower 
case  \)  and  then  press  Lre.tu.rn  3 . 


Your  supervision  list  will  be 
displayed  on  the  Training 
Record  Manager  Group 
Selection  Screen.  Select  the 
airman  whose  status  you 
wish  to  review. 

You  can  access  the  training 
record  of  only  one  airman  at 
a  time. 


|^gP  STEP5: 


SELECT  THE  AIRMAN.  Enter  the  field  number  of  the  airman  and  then 
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General  Training  data  exists 
in  the  Training  History  and 
ITR  portions  of  the  airman’s 
training  record.  Steps  6-9 
apply  to  general  training 
data  found  in  the  Training 
History;  Steps  10-12  apply 
to  general  training  data 
found  in  the  ITR. 


{W2  STEP6: 


SELECT  THE  TRAINING  HISTORY  DATA  OPTION.  Enter  a  3  and  then 


Training  History  data  arc 
sorted  into  eight  categories, 
as  the  screen  at  the  left 
illustrates.  You  are  seeking 
the  General  Training  data. 


STEP  7: 


SELECT  THE  GENERAL  TRAINING  OPTION.  Enter  a  8  and  then  press 

t  RETURN  ). 
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NG71M2.8 

1.4 


Alt  Itaaater 

fawnl  Ira lain*  History  lor  Apple,  John  A. 


Train ii<t  Staton,  totoo.  Itecatioa  Lows) 

1.  Ira  Inins  Staton  Cots:  R 

2.  Rats  Kuturte/Couf  lottery  lthimou  Trainlnf :  IS  Apr 

3.  Bats  lateraA/Coap latte  fan it  Ion  Qualification  Tra Inins:  IB  Nov 

4.  Rats  Initially  1st arte  la- Tra la Ins: 

5.  Itecatioa  Laval:  f  -  30-59  Saaaatar  Hoars  45  09  Quartsr  Hoars 


lateins  Achiea 
Scots  IS  12S 
Scots  2:  127 


7.  technical :  47 
9.  Gsnaral:  Si 

t  Scoran.  lotas 
11.  lata  o t  last:  SI  7ak  1984 
13.  lota  at  last:  81  7ah  1984 


The  General  Training  His¬ 
tory  of  the  airman  is  now 
displayed  on  the  monitor. 

The  only  data  field  on  this 
screen  that  you  can  upda¬ 
te/edit  directly  is  Field  3, 
Date  Entered/Completed 
Position  Qualification 
Training. 

Other  data  fields  on  this 
screen  will  be  changed  by 
PDS  updates,  by  changes 
which  you  or  the  Training 
Manager  may  make  in  the 
General  ITR,  and  by  changes 
that  a  System  Administrator 
may  make  directly  on  this 
screen. 


Proceed  to  Step  8  to  change  the  date  entered/completed  position  qualification  training. 
Skip  Step  8  if  you  do  jlq!  need  to  change  data. 


6.  Ateialstrattaa:  41 
8.  Electronics:  56 


18.  Ratelaa  Achlaaaaaat 
i  12.  Bctelat  Achlaaaaaat 


14.  lypiat  last  Scots: 


Typist  last  Score.  Beta 

IS.  Bata  of  Toot: 


CBlata  Entarte  Coup  latte  Position  Qualification  Tralalap.  (Qleit  7  | 


STEP  8: 


CHANGE  THE  DATE  ENTERED/COMPLETED  POSmON  QUALIFICA¬ 
TION  TRAINING.  Enter  D  (or  dl  and  then  press  LrzxiirnJ  .  Enter  the 
date  in  the  prescribed  format  and  press!  return  1. 


STEP  9: 


RETURN  TO  THE  ATR  MANAGER  SCREEN. 

press  (  return  1  two  times. 


Enter  Q  (or  q)  and  then 
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To  access  the  general  train¬ 
ing  data  contained  in  an 
airman’s  ITR,  you  must  first 
access  the  ITR. 


I  STEP  10: 


SELECT  THE  INDIVIDUAL  TRAINING  REQUIREMENT  OPTION.  Enter  a  1 
and  then i 


The  seventh  option  on  this 
menu  allows  access  to  Gen¬ 
eral  ITR  information. 


stepii: 


SELECT  THE  ACCESS  GENERAL  ITR  OPTION.  Enter  7  and  then  press 

l.  RETURN-). 
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NCT03B.B0S  Individual  Tralnlnv  lafuimeirts  30  Nov  00 

1.4  Crnnl  Inf  ora*  tiov  OUEMRITE 


Trainae  SaA  Aopla.  John  A. 

Otn  Id  8800396  STB 

l^rlmrv  Trainer!  600900085  Sft  Baker.  Jane  C. 

2.  Primary  Evaluator:  000000006  HS#t  Bradkerry,  Allan  X. 

3.  Iwtiffupt low  Status • 

4.  Bate  of  Intamption:  10  Nov  190B  S.  Bata  Training  Be  tuned:  IS  Nov  1900 

6.  UCT  Start  Bate:  IS  Apr  1905  7.  POT  Start  Bata:  10  Nov  1900 

0.  Initial  Evaluation  Bua:  Tee 

9.  UCT  Evaluation  Sue:  No 


BUEBATE  OH 
10.  UCT  Protrooa  Eval  l:  11.  No 
12.  UCT  Proareea  Eval  2:  13.  No 
14.  UCT  Progreee  Eval  3:  15.  No 


IS.  Connonto'CounaoUmo  on  file:  No 

Intar  SSAN  of  Primary  Trainer 


10-7-10 


PILE 


You  can  change/cdit  many 
of  the  data  fields  on  the  ITR 
General  Information  screen 
that  are  identified  by  a 
numeral. 

One  exception  is  Data  Field 
6.  The  data  in  Field  6  is 
updated  from  PDS  and  is  not 
intended  to  be  edited  by 
AOTS  users.  Other  excep¬ 
tions  are  Data  Fields  10,  12, 
and  14.  These  data  fields  are 
updated  automatically  if  the 
person  is  in  upgrade  train¬ 
ing. 


STEP  12: 


EDIT  THE  ITR  GENERAL  INFORMATION  FOR  THE  AIRMAN  AS  APPRO- 
PRIATE.  To  edit  data,  complet  the  following  actions:  1).  Enter  the  field  num¬ 
ber  and  then  press  1  .return  j  to  select  the  item  to  update.  The  field  you 
select  will  be  Highlighted.  2).  Edit  the  data  in  accordance  with  the  prompt 
displayed  across  the  bottom  of  the  screen. 


Da  fa  Fields  1  and  2:  Section  10-5  in  this  handbook  provides  procedures  for  updating 
an  individual’s  Primary  Trainer  and  Primary  Evaluator.  You  may  change  either  field  or 
both  fields  as  necessary.  You  may  designate  anyone  who  is  on  your  Supervision  List  to  be 
the  individual’s  Primary  Trainer,  Primary  Evaluator,  or  both. 


To  designate  a  different  Trainer  or  Evaluator:  Select  Data  Field  1  or  2;  Enter  the 
SSAN  of  the  new  Trainer  or  Evaluator  and  press  l  return  J.  The  system  will  replace  the  name 
of  the  former  Trainer  or  Evaluator  with  the  new  one. 

Data  Fields  3*  4*  and  £:  These  three  fields  are  interrelated. 

Data  Field  3  will  permit  you  to  designate  any  one  of  five  reasons  for  an  interruption 
of  Upgrade  Training  (UGT)>:  New  (M)ission,  (L)eave,  (S)ickness,  (C)hange  in  Duty  Status, 
or  (O)ther.  Two  other  options  are  also  offered  by  the  prompt:  (N)one  or  (Q)uit.  The  (N)onc 
option  is  used  to  indicate  that  the  cause  for  the  Interruption  in  UGT  has  been  removed;  so 
that  UGT  may  be  resumed.  When  necessary  to  indicate  an  interruption  in  the  individual’s 
UGT:  Select  Data  Field  3  and  then  enter  the  letter  representing  the  reason  for  the  interruption 
and  then  press  i  return  i. 

If  there  are  no  data  in  Data  Field  4  when  you  enter  an  Interruption  Status  message  in 
Data  Field  3,  the  system  will  highlight  Data  Field  4  for  you  to  enter  the  date  that  the 
interruption  did  or  will  begin. 

If  there  are  no  data  in  Data  Field  5  when  you  enter  (N)one  in  Data  Field  3,  the  system 
will  highlight  Data  Field  5  for  you  to  enter  the  date  training  is  resumed. 
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If  there  are  already  data  in  Data  Fields  4  and  5,  the  system  will  highlight  the  fields 
for  you  when  you  make  entries  in  Data  Field  3.  Be  sure  you  update  Data  Field  4  j£  UGT 
ii  being  interrupted  and  Data  Field  5  if  JJQT  &  being  resumed. 

Data  Fields  £*  2*  i_L  12*  JJL  and  I£:  These  fields  are  all  toggles.  The  data  in  these 
data  fields  will  change  from  Yes  to  No  or  from  No  to  Yes  whenever  you  select  the  field  for 
editing. 


LAST  STEP 


Execute  the  following  command  enough  times  to  return  you  to  the  AOTS  Primary  Menu: 


Press  Q  (or  q) 


and  then  press  f  return- 
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10.8  Review  An  Individual’s  Training  Requirements  (ITR) 


The  AOTS  provides  you,  as  a  SUPERVISOR,  with  the  means  to  review  the  training 
requirements  for  any  of  the  airmen  on  your  supervision  list.  The  capability  to  do  this  is 
provided  in  the  Individual  Training  Requirements  (ITR)  Editor.  This  section  of  the  AOTS 
User’s  Handbook  describes  the  procedures  required  to  accomplish  this  function. 

o  To  review  an  individual’s  training  requirements,  the  following  functions  must 
first  be  accomplished:  An  OPTR  must  be  established  in  the  AOTS  for  the  duty 
position  the  individual  occupies;  and  a  qualification  assessment  (training  needs 
diagnosis)  must  be  performed  whereby  the  individual  is  assigned  against  the 
appropriate  OPTR  and  the  person’s  ITR  is  established.  If  these  functions  have 
not  yet  been  accomplished,  you  will  need  to  accomplish  them  before  you  proceed 
with  the  procedures  within  this  section.  (Refer  to  Sections  10.12  and  10.13.) 

As  an  individual’s  supervisor,  you  should  review  his/her  training  requirements  on  a 
regular  basis.  By  accomplishing  the  procedures  within  this  section  you  can  learn  to  monitor 
the  individual’s  training  progress  for  any  requirement  listed  in  his/her  ITR;  and  you  can 
determine  how  training  will  be  accomplished  for  the  individual  for  each  requirement.  You 
should  be  aware  of  the  following  information  before  you  begin  your  review  of  the  individual’s 
training  requirements: 

Within  the  AOTS,  the  accomplishment  of  task  training  varies,  depending  on  the  data 
existing  in  the  system  for  the  task.  For  some  tasks,  knowledge  training  is  accomplished  by 
the  trainee  completing  an  on-line  CAI  lesson,  while  for  other  tasks,  knowledge  training  is 
accomplished  off  line  by  the  trainee  studying  textual  materials  (e.g.,  T.O.s,  regulations, 
training  manuals)  or  by  other  means  outside  of  the  AOTS.  For  some  tasks,  evaluations  may 
be  accomplished  by  the  trainee  on  line,  using  AOTS  tests,  while  for  other  tasks  the  evaluations 
are  administered  off  line,  by  an  evaluator. 

o  You  may  review  data  in  the  individual’s  ITR  which  will  help  you  identify  how 
training  will  be,  or  is  being,  accomplished  for  a  given  task  (based  on  the  materials 
existing  in  the  system  for  the  task). 

Within  the  AOTS,  the  responsibility  to  accomplish  task  training  and  to  reflect  the  training 
accomplishment  is  shared  by  the  trainee,  one  or  more  trainers  and  evaluators,  and  yourself 
as  the  individual’s  supervisor. 

o  You  may  review  data  in  an  individual’s  ITR  which  identify  the  status  of  training; 
the  trainer  and  evaluator;  and  the  date  training  began  for  a  given  task.  This 
information  helps  you  determine  the  individuals  training  progress  for  the  task 
(i.e.,  whether  or  not  training  has  been  scheduled,  is  occurring  or  has  been  completed 
for  the  task);  and  who  is  responsible  for  scheduling  and  administering  the  training. 

Within  the  AOTS,  the  accomplishment  of  other  training  requirements  (non  AFS  task) 
can  also  be  monitored. 

o  You  may  review  data  in  an  individual’s  ITR  which  identify  the  status  of  other 
training  requirements  such  as  Ancillary  courses.  Additional  Duty  courses  and 
ECI/CDC  courses.  This  information  helps  you  determine  whether  or  not  other 
training  has  been  scheduled  or  is  occurring  for  the  individual.  All  non  AFS  task 
training  requirements  are  accomplished  otf  line,  and  many  are  accomplished  by 
agencies  outside  of  the  job  site. 
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Select  the  Training  Man¬ 
agement  option  at  the  Pri¬ 
mary  Access  Menu. 


vW 


STEP  1: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  a  2  and  then 


Select  the  Airman  Training 
Record  (ATR)  Manager 
option  from  the  Training 
Management  menu. 


STEP  2: 


SELECT  THE  ATR  MANAGER  OPTION.  Enter  a  2  and  then  press 

(  RETURN  ) 
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IKT832.M6  Miwncad  Ov-Thc-Jok  Trainltw  Systra  (MTS)  38  Haw  88 

1.8  Strata  Traiaiaf  8»corl  (ATI)  Hanafar 


1.  liaflay  a  Training  lac art 

2.  Uit  a  Iraialas  hwt 

3.  Trlat  Traiaias  lacarJ 

4.  Uantifif  a  naw  laty  Position 

«.  Qalt  This  Haw 


Salad  Oat  to* :  2 


10^-3 


In  this  function  you  will  be 
editing  an  airman’s  training 
record. 


STEP3: 


SELECT  THE  EDIT  A  TRAINING  RECORD  OPTION.  Enter  a  2  and  then 


This  command  will  cause  the  prompt,  (I)dentify  Airman  from  List,  (E)nter 
Specific  (Q)  uit,  to  appear. 


d=STEP4; 


SELECT  THE  IDENTIFY  AIRMAN  FROM  UST  OPTION.  Enter  an  I  (or  i) 

and  then  press  LanilRND . 


Your  supervision  list  is  dis¬ 
played,  from  which  you 
select  the  airman  whose 
status  you  wish  to  review. 

You  can  access  the  records 
of  only  one  airman  at  a  time. 


STEP  5: 


SELECT  THE  AIRMAN.  Enter  the  field  number  of  the  airman  and  then 
press!  return"!. 
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At  this  point  you  have 
accessed  the  airman’s  ATR. 
You  now  must  access  the  ITR 
portion  of  the  airman’s 
training  record. 


IW 


STEP  6: 


SELECT  THE  INDIVIDUAL  TRAINING  REQUIREMENTS  OPTION.  Enter  a 
1  and  then  i 


This  screen  enables  you  to 
access  the  person’s  ITR, 
Training  Schedule  and 
Position  Qualification  data. 

To  review  the  individual’s 
training  requirements,  pro¬ 
ceed  to  Step  7. 


GT STEP7: 


SELECT  THE  UPDATE  OR  SCHEDULE  TRAINING  OPTION.  Enter  1  and 
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HGTB3B.M2 

1.4 

Individual  Training  leguiranents 

Sal act  Typa  at  Training  to  Updata 

38  Nov  88 

1.  AFS  Taak 

2.  Ancillary 

3.  Additional  Suty 

4.  Contingency 

5.  EC1/CK 

6.  Ptffi 

7.  fomal  Training 

«.  Quit  Tkia  Honu 

Salad  Option:  1_ 

10-**7 

ITR  data  arc  sorted  into 
seven  types,  as  illustrated  by 
the  screen  at  the  left. 

Procedures  for  reviewing 
the  individual’s  Task 
Training  Requirements  are 
covered  in  Steps  8-12. 

Procedures  for  reviewing 
the  individual’s  Other 
Training  Requirements  are 
covered  in  Step  13. 


or  stcp6: 


SELECT  THE  AFS  TASK  OPTION  TO  ACCESS  TASK  TRAINING 
REQUIREMENTS  DATA.  Enter  1  and  then  press  l  return  J. 
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The  Task  Training 
Requirements  screen  is  dis¬ 
played  (as  illustrated  at  the 
left). 

If  the  individual  requires 
training  on  one  or  more 
tasks,  data  will  appear  on  the 
screen. 

If  the  individual  does  not 
require  task  training,  the 
screen  will  not  contain  data. 
If  there  are  no  data  to 
review,  proceed  to  Step  12. 


The  Task  Training  Requirements  data  include: 

o  The  Task  ID  and  task  statements  for  all  the  AFS  tasks  on  which  the  airman 
requires  training.  (These  include  tasks  on  which  the  -irman  is  not  certified  and 
tasks  which  arc  due  for  recertification  within  90  days.) 

o  The  training  status  of  each  task:  None,  In  Progress  or  Awaiting  Certification. 

The  prompt  at  the  bottom  of  the  screen  contains  several  options: 

o  The  Add  to  end.  Insert,  Order  and  Delete  options  are  explained  in  Section  10.13. 
These  options  enable  you  to  specify  and  rank  order  the  tasks  on  which  the 
individual  must  be  trained. 

o  The  Schedule  or  Assign  option  is  explained  in  Sections  10.14  and  10.15.  This 
option  enables  you,  and  other  authorized  persons,  to  schedule  task  training  events 
and  mark  the  completion  of  training/evaluation. 

o  The  Certify  option  is  explained  in  Section  10.16.  This  option  enables  you  to 
certify  the  individual  on  tasks  for  which  training  has  been  completed  and  the 
individual  can  perform  satisfactorily. 

o  The  remaining  options  are  explained  below: 

The  Breakdown  option  enables  you  to  review  how  a  task  has  been 
broken  down  (in  terms  of  subtasks  and  objectives),  and  whether  or 
not  training/evaluation  materials  exist  in  the  AOTS  for  the  task.  You 
will  review  breakdown  data  to  identify  how  training  will  be,  or  is 
being,  accomplished  for  a  task. 


KTB54.886  Task  Training  Rogulrensnts  6  Jan  89 

l.S  for  M  Mm,  Pat  8. 

1.  Tank  18:  r  18622  Statu:  Nona 

ATPRIXBO  A  PERSON  SUSTECTD  OF  8I1NG  UNDER  THE  INFLUENCE . 


2.  Task  ID:  >—278  Statu:  Horn 
rill  HEATONS  TO  MAINTAIN  QUALIFICATION 


3.  Task  IB:  018999  Statu:  Hone 
PERFORM  OPERATOR  MAINTENANCE  ON  AM  N-U  RULE 


9.  Task  id:  F1BM6  Statu:  Nona 
CONDUCT  A  —EEL IMG  SEARCH  0T  A  SUSPECT 


Enter  (AMU  to  nl,  (1  insert,  (O)rAer,  (D)slste,  (SlcWtlt  or  Auirn, 
(C)srtlfy,  IDisaMon,  (R)s«ia»  statu,  <T)aak  Search,  Fffrn,  IQlult  7 
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The  Review  Status  option  enables  you  to  review  the  training  status 
for  a  task;  status  of  training  events;  and  data  that  identify  the  Trainer 
and  Evaluator  for  the  task.  You  will  review  status  data  to  determine 
and  monitor  the  individual’s  training  progress  in  regard  to  a  task  (i.e., 
whether  or  not  training  has  been  scheduled,  is  occurring  or  has  been 
completed);  and  to  determine  who  is  responsible  for  accomplishing 
the  training/evaluation  for  the  task. 

The  Task  Search  option  enables  you  to  specify  a  task  you  want  to 
review,  instead  of  paging  through  the  screens  looking  for  the  task. 


The  i  PgDn  l  and  (  pcud  )  options  enable  you  to  scroll  through  the  screens 
of  tasks,  either  forward  LPionJ  or  backwards  SEED. 

When  you  review  an  individual’s  task  training  requirements  on  line,  you  can  obtain 
breakdown  and  status  data  for  a  task  only  if: 

o  The  Task  ID  for  the  task  can  be  seen  on  the  screen,  and 

o  At  least  one  behavioral  objective  exists  for  the  task. 


STEP  9: 


Determine  the  tasks  for  which  you  want  to  rev.  v  breakdown  or  status  data 
(data  is  reviewed  for  only  one  task  at  a  time).  Ensure  the  Task  ID  for  the 
task  can  be  seen  on  the  screen.  If  the  desired  Task  ID  cannot  be  seen  on 
the  screen: 


Select  the  Task  Search  option:  Enter  T  (  or  t)  and  press 
[  return  1.  Then,  enter  the  Task  ID  and  press  (  return  ]t 

--  OR  -- 

Press  the  i  r°Dn  i  or  t  PgUp  i  keys  to  scroll  through  the  pages  until 
the  desired  Task  ID  can  be  seen. 


— 1  STEP  1 0:  Review  the  T ask  Breakdown  data  or  T raining  Status  data  for  the  task. 

To  review  BREAKDOWN  data: 


Select  the  Breakdown  option:  Enter  B  (or  b)  and  press  1  return  ].  Then,  enter  the 
number  corresponding  to  the  desired  Task  ID  and  press  (  return  ].  Once  you  complete  your 
review  of  the  available  data,  proceed  to  Step  11. 

o  If  no  behavioral  objectives  exist  in  the  AOTS  for  the  task,  you  will  see  a  prompt. 
Training  for  the  task  is  accomplished  off  line,  without  the  support  of  the  AOTS. 
(The  AOTS  Scheduler  and  ITR  Editor  can  access  data  for  a  task  only  when  one 
or  more  behavioral  objectives  exist  for  the  task.) 

o  If  one  or  more  behavioral  objectives  exist  for  the  task,  you  will  see  the  Task 
Breakdown  screen.  If  materials  exists  in  the  AOTS  for  the  task,  you  will  sec  the 
word  "Available"  under  the  Materials  column  for  one  or  more  of  the  events. 
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One  exception  is  the  acronym  "CAI,"  which  appears  if  a  CAI  lesson 
exists  in  the  AOTS  for  a  Knowledge  Training  Event.  If  a  CAI  lesson 
exists,  the  individual  will  accomplish  the  knowledge  training  event 
on  line  by  reviewing  the  lesson. 


When  "Available"  is  reflected  for  a  Knowledge  Training  Event  it  means 
that  other  types  of  training  materials  (film,  sound-on-slide,  text,  etc.) 
have  been  defined  in  the  AOTS  for  the  task.  The  individual  will 
accomplish  the  event  off  line,  using  one  or  more  of  the  materials 
defined  for  the  task. 


When  "Available"  is  reflected  for  a  Knowledge  Evaluation  event,  it 
means  that  a  knowledge  test  exists  in  the  AOTS.  The  event  may  be 
accomplished  on  line  or  off  line,  using  the  test  to  evaluate  the 
individual’s  knowledge  about  the  task  before  further  training  occurs. 

When  "Available"  is  reflected  for  a  Performance  Evaluation  event,  it 
means  that  an  Oral  Test  Guide  (OTG)  and  Performance  Evaluation 
Checklist  (PEC)  exists  in  the  AOTS  for  the  task.  The  event  is 
accomplished  off  line,  whereby  an  Evaluator  uses  these  evaluation 
materials  to  observe  and  record  the  individual’s  performance  of  the 
task  to  determine  whether  or  not  further  training  will  be  required. 

When  "Available"  is  not  reflected  for  an  event,  it  means  that  the  event 
will  be  accomplished  off  line,  using  training  or  evaluation  materials 
that  exist  outside  of  the  AOTS. 

I a  review  Task  Status  data-. 


Select  the  Review  Status  option:  Enter  R  (or  r)  and  press  1  return  1.  Then,  enter  the 
number  corresponding  to  the  desired  Task  ID  and  press  1  return  1. 

o  The  status  of  the  task  is  reflected  on  the  screen,  at  the  right  of  the  Task  ID. 

If  the  status  is  "None,"  it  means  that  training  for  the  task  has  not  yet 
been  assigned  or  scheduled. 

If  the  status  is  "Awaiting  Certification,"  it  means  that  training  for 
the  task  is  being  accomplished  off  line,  without  the  support  of  the 
AOTS  (because  there  are  no  objectives  for  the  task  in  the  system),  or 
that  training  has  been  completed  for  the  task  and  the  task  requires 
certification. 


If  the  status  is  "In  Progress,"  you  may  obtain  further  training  status 
data  for  each  event  that  applies  to  the  task. 

Table  7-1  of  the  handbook  provides  descriptions  for  the  status  of 
training/evaluation  events.  You  may  select  the  Event  Display  option 
for  any  event  with  a  status  of  Assigned,  Scheduled,  Reassigned  or 
Rescheduled.  (These  types  of  status  reflect  that  the  event  will  occur 
in  the  future  or  is  occurring  now.)  Once  you  select  the  Event  Display 
option  and  specify  the  event  for  review,  the  applicable  on-line  Event 
Notice  is  displayed.  At  that  point,  the  screen  provides  a  prompt  with 


62 


DRAFT 


AOTS  User’s  Handbook 


further  options  which  enable  you  to  print  the  event  notice;  list  the 
resources  that  are  required  to  accomplish  the  event;  and  review  the 
ATR  of  any  trainee  participating  in  the  event. 


Additionally,  you  may  review  data  that  identifies  the  trainer  and 
evaluator  for  the  task,  by  selecting  the  Identify  Trainer/Evaluator 
option. 


STCP  11: 


Select  the  Quit  option  as  many  times  as  required  to  return  to  the  list  of  tasks 
in  the  individual's  ITR.  You  may  continue  reviewing  data  for  other  tasks  by 
repeating  Steps  9  and  10  for  each  task.  To  review  data  for  other  training 
requirements,  select  the  Quit  option  from  the  Task  Training  Requirements 
screen  and  then  proceed  to  Step  12.  To  discontinue  your  review  of  ITR 
data,  proceed  to  the  last  step. 


I^jgp  STEP  12: 


Select  the  Update  or  Schedule  Training  Option  (Enter  1  and  press 
1  return  )).  This  returns  you  to  the  screen  which  identifies  the  different 
types  of  training  requirements  that  exist  for  an  ITR. 


£jgp  STEP  ,3: 


Select  the  option  corresponding  to  the  type  of  training  requirement  for 
which  you  desire  to  review  data.  (Remember,  you  are  able  to  review  data 
for  only  one  type  of  requirement  at  a  time.) 


A  screen  is  displayed  which  lists  the  individual's  training  requirements. 

o  If  the  individual  does  not  require  training,  the  screen  will  be  blank  except  for 
the  prompt  at  the  bottom.  Since  there  are  no  data  to  review,  select  the  Quit 
option  and  then,  repeat  Steps  12  and  13  for  another  type  of  requirement. 

o  If  the  individual  does  require  training,  the  data  shown  on  the  screen  includes: 

The  Course  ID  and  Course  Title  for  all  the  courses  for  which  the 
airman  requires  training. 


NOTE:  When  you  review  Contingency  Tasks,  you  will  see  Task 

IDs  and  Task  Statements,  instead  of  Course  IDs  and 
Course  Titles. 


The  training  status  of  the  course:  Unassigned  or  Scheduled.  "Un- 
assigned"  means  training  has  not  yet  been  scheduled;  and  "Scheduled” 
means  training  is  to  occur  (on  a  specified  date  at  a  specified  time), 
is  occurring,  or  has  occurred. 

The  prompt  at  the  bottom  of  the  screen  contains  several  options: 

o  The  Add  to  end.  Insert  and  Delete  options  are  explained  in  Section  10.13.  These 
options  enable  you  to  specify  and  rank  order  the  individual’s  requirements. 
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o  The  Schedule  or  Assign  option  is  explained  in  Section  10.14.  This  option  enables 
you  to  schedule  the  training  requirements  for  this  individual. 

o  The  Event  display  option  enables  you  to  review  the  on-line  Event  Notice  that 
applies  to  a  requirement.  Once  you  select  the  Event  Display  option,  and  select 
the  requirement  for  review,  the  on-line  Event  Notice  is  displayed.  The  notice 
identifies  when  the  training  occurs,  as  well  as  other  information.  This  option 
applies  only  when  the  status  of  the  training  requirement  is  reflected  as  "Scheduled." 

o  The  Cancel  Assignment  option  enables  you  to  cancel  an  event,  and  the  Mark 
Complete  option  enables  you  (or  the  training  manager)  to  mark  the  completion 
of  the  training. 


or  step  i4: 


Review  the  available  data,  as  desired.  Select  the  Quit  option  once  you  have 
completed  your  review  of  the  data. 


To  continue  reviewing  other  training  requirements,  repeat  Steps  12  -  14  for  each  type 
of  training  requirement  for  which  you  desire  to  review  data.  Once  you  have  completed  your 
review  of  the  person’s  ITR,  proceed  to  the  last  step. 


LAST  STEP 


Select  the  Quit  option  (enter  Q  and  press  return)  as  many  times  as  required  until  you 
reach  the  AOTS  Primary  Access  Menu.  At  that  point,  you  may  quit  the  menu  and  log  off 
the  system,  or  you  may  perform  another  AOTS  function. 
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10.9  Review  an  Individual's  Training  Schedule 


As  a  SUPERVISOR,  you  will  sometimes  need  to  review  the  training  event  schedules 
of  airmen  under  your  supervision.  The  Airman  Training  Record  Manager  of  the  AOTS 
provides  you  an  efficient  way  to  do  this.  This  section  of  the  User’s  Handbook  describes  the 
procedure  for  accessing  training  event  schedules  for  airmen. 


NOTE:  You  will  only  be  able  to  access  the  schedules  for  airmen  who  are  on  your 

supervision  list.  _  _ 


To  access  an  individual’s 
current  Training  Schedule 
data,  you  must  first  access 
the  ATR  Manager  (one  of  the 
AOTS  Editors).  To  access  the 
ATR  Manager  you  must 
perform  Steps  1  and  2  below. 


STEP  1: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  a  2  and  then 
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Select  the  Airman  Training 
Record  (ATR)  Manager 
option  from  the  Training 
Management  menu. 


tW 


STEP  2: 


SELECT  THE  ATR  MANAGER  OPTION.  Enter  a  2;  then  press 

t -RETURN...). 


In  this  function  you  will  be 
editing  an  airman’s  training 
record. 


or STEP3: 


SELECT  THE  EDIT  A  TRAINING  RECORD  OPTION.  Enter  a  2  and  then 

prpftgl  RFTURN"! 


This  command  will  cause  the  Prompt  (I)  dentify  Airman  from  List,  (E)nter 
Specific  (Q)  uit  to  appear. 


STEP  4: 


SELECT  THE  IDENTIFY  AIRMAN  FROM  LIST  OPTION.  Enter  an  I  (or  i) 
and  then i 
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Your  supervision  list  is  dis¬ 
played,  from  which  you 
select  the  airman  whose 
status  you  wish  to  review. 

You  can  access  the  records 
of  only  one  individual  at  a 
time. 


iw 


STEP  5: 


SELECT  THE  AIRMAN, 
man  and  then 


Enter  the  field  number  corresponding  to  the  air- 


Training  Schedules  infor¬ 
mation  for  an  airman  is 
accessed  through  the 
airman’s  ITR. 


CW STEP6: 


SELECT  THE  INDIVIDUAL  TRAINING  REQUIREMENTS  OPTION.  Enter  a 
1  and  theh  press  LriturnJ. 


67 


AOTS  User’s  Handbook 


DRAFT 


The  individual’s  current 
Training  Schedule  can  be 
printed  and  reviewed  off 
line,  or  can  be  reviewed  on 
line.  The  screen  you  are 
viewing  (illustrated  at  the 
left)  contains  two  options 
for  obtaining  Training 
Schedule  data. 

Proceed  to  Step  7  if  you  want 
to  print  the  person’s  Train¬ 
ing  Schedule.  Proceed  to 
Step  8  if  you  want  to  review 
the  person’s  Training 
Schedule  on  line. 


The  Training  Schedule  helps  you  determine  the  training  requirements  the  individual 
is  currently  involved  with. 

o  The  schedule  identifies  each  event  for  which  the  individual  is  the  trainee,  trainer 
or  evaluator.  An  Event  ID  and  training  identification  data  is  provided  for  each 
event. 


o  The  schedule  identifies  when  each  event  is  to  occur.  If  there  are  no  start/end 
times,  the  event  is  to  be  accomplished  as  soon  as  possible;  if  there  are  start  and 
end  times,  the  event  is  to  be  accomplished  during  that  timeframe. 

The  events  required  to  be  accomplished  as  soon  as  possible  are  dis¬ 
played  at  the  top  of  the  schedule.  The  events  required  to  be 
accomplished  during  specified  time  frames  are  then  listed,  and  are 
sorted  based  on  the  time  frame  for  each  event  (the  earlier  the  time 
frame,  the  higher  the  event  is  listed  on  the  schedule). 


An  event  remains  listed  on  the  individual’s  Training  Schedule  until 
the  event  is  marked  complete. 


SELECT  THE  PRINT  TRAINING  SCHEDULES  OPTION.  Enter  5  and  press 

I  RFTIIRN  1 


A  prompt  is  displayed  advising  you  that  the  print  is  taking  place.  PRESS  RETURN 
as  prompted.  In  a  few  minutes,  the  individual’s  current  training  schedule  is  printed  at  your 
designated  AOTS  Workstation  printer.  If  you  desire  to  review  the  training  schedule  data  on 
line,  proceed  to  Step  8;  if  you  do  not  desire  to  review  the  training  schedule  on  line,  proceed 
to  the  last  steo  of  this  function. 


Gf5  STCP,: 


SELECT  THE  TRAINING  SCHEDULES  INFORMATION  OPTION.  Enter  2 

and  press  (  return  1 . 
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If  the  individual  is  not  currently  involved  with  accomplishing  training  events,  the 
following  prompt  is  seen:  No  Training  Schedule  Exists  for  this  Individual.  Since  there  arc 
no  data  to  review,  proceed  to  the  last  step  of  this  function. 

If  the  individual  is  involved  with  accomplishing  training  events,  his/her  Training 
Schedule  is  displayed. 


IKT840.0O1 

Traiaina  Schedule  for  Sr*  tofle*  John  ft.  3  Jan  89 

1.4 

Evnt 

8Urt/SMl  Tiaa 

Traiiiif  Tjf*/!intiriation 

1.  80294 

Taak  Training 

n0B44-T-902-Knou lalge  Training 

Z.  88295 

Taak  Training 

F18M4-T-902-IaoM laaga  I valuation 

3.  80383 

Task  Training 

FB0278-T-1774-Furfoniaacu  (valuation 

4.  883 IB 

02  >ac  1908  1200 

Macillary  Cnuraaa 

24  lac  1900  1200 

A19883 

5  .  80453 

25  lac  1900  1500 

Contingency  Tanka 

2S  lac  1900  UO0 

CT0007 

5.  80452 

38  Jaa  1989  8700 

MUitioaal  Duty  Conran. 

30  Jaa  1989  1700 

800013 

Inter  (Dwnt  Dlaplay,  (C)ancal  ftaaifaaaat,  (Mark  Coaplata,  <«>ult  7 

10-0-7 

The  screen  illustrated  at  the 
left  provides  an  example  of 
how  a  Training  Schedule 
appears  on  line. 


STEP* 


REVIEW  THE  TRAINING  SCHEDULE  DATA,  AS  DESIRED.  Once  you 
complete  your  review,  proceed  to  the  last  step. 


For  task  training  events,  you  must  select  the  Event  Display  option  (from  the  prompt 
at  the  bottom  of  the  screen)  to  determine  if  the  individual  is  the  trainee,  trainer  or  evaluator 
for  an  event.  Once  you  select  the  Event  Display  option  (by  entering  E  or  e  and  pressing 
1  return  1),  you  will  then  select  the  event  for  review  (by  entering  the  number  corresponding 
to  the  desired  event  and  pressing  return).  At  that  point,  the  applicable  on-line  Event  Notice 
is  displayed,  which  includes  data  identifying  the  Trainer  or  Evaluator  for  the  event  as  well 
as  the  trainee  for  the  event. 

For  other  training  events  (not  task  training),  the  individual  is  always  the  trainee. 


LAST  STEP 


Continue  to  Quit  each  screen  (by  entering  Q  or  q  and  pressing  C  return  11,  until  you 
reach  the  AOTS  Primary  Access  Menu.  At  that  point,  you  may  quit  the  menu  and  log  off 
the  system  or  you  may  perform  another  AOTS  function. 
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10.10  Decertify  an  Airman  on  a  T**k 


Each  task  that  an  airman  must  perform  in  their  individual  current  duty  position  is 
listed  on  the  individual’s  Position  Qualification  Status  List.  If  you  or  the  airman  review 
the  position  qualification  status  data  and  determine  that  one  or  more  of  the  tasks  listed  as 
"certified"  should  not  have  been,  you  must  complete  the  procedures  outlined  in  this  section. 


To  decertif y  a  task,  you  must 
access  the  airman’s  ATR.  An 
ATR  is  accessed  by  using  the 
editor  referred  to  as  the 
ATR  Manager.  The  ATR 
Manager  is  accessed  by 
selecting  the  Training  Man¬ 
agement  option  appearing  on 
the  AOTS  Primary  Access 
Menu  (illustrated  at  the  left). 


(jP^  STEP  ^ 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  2  and  press 
(  RETURN  ). 


The  ATR  Manager  option 
can  now  be  seen  on  the 
screen  (as  illustrated  at  the 
left). 


or  step* 


SELECT  THE  AIRMAN  TRAINING  RECORD  (ATR)  MANAGER  OPTION. 
Enter  2  and 
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IKTS32.SK  M ui iced  On-Ike-Jok  Tracing  Syntoi  (MTS)  38  How  88 

1.8  Aim**  Train  inf  Pecocd  (Mil)  Ha  eager 


1.  tiff lay  a  Training  lecocd 

2.  Uit  a  Training  Uncord 

3.  Print  Training  laccrd 

4.  Identify  a  nan  laty  Pea it ion 

g .  Sait  This  liana 


Select  Option:  2 


10-10A4 


To  revise  data  in  an  indi¬ 
vidual’s  ATR,  you  must 
select  the  EDIT  option. 


GT STEP3: 


SELECT  THE  EDIT  A  TRAINING  RECORD  OPTION.  Entar  2  and  press 

[RETURN  1 


You  may  identify  the  indi¬ 
vidual  by  entering  his/her 
SSAN,  or  by  selecting  the 
person  from  those  listed  on 
your  Supervision  List. 

If  you  select  the  E  option, 
you  will  then  enter  the  per¬ 
son’s  SSAN.  You  will  not  sec 
the  next  screen  illustrated, 
nor  will  you  perform  Steps 
4  and  5. 


£j|=>  STEP  4: 


SELECT  THE  IDENTIFY  AIRMAN  FROM  UST  OPTION.  Enter  I  (or  i)  and 

press  (  RETURN  ) 
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The  persons  that  appear 
on  your  Supervision  List  are 
now  displayed.  You  may 
access  only  one  person’s 
ATR  at  a  time. 


STEP  5: 


SELECT  THE  AIRMAN  WHOSE  ATR  YOU  WANT  TO  ACCESS.  Enter  the 
number  corresponding  to  the  desired  airman  and 


To  decertify  the  airman  on 
a  task  that  must  be  per¬ 
formed  in  their  individual 
current  duty  position,  you 
must  access  the  Position 
Qualification  Status  List. 
This  list  is  among  the  air¬ 
man’s  ITR  data. 


or STEP6: 


SELECT  THE  INDIVIDUAL  TRAINING  REQUIREMENTS  OPTION.  Enter  1 
and  press  C  RETURN □. 
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You  can  sec  the  option  for 
Position  Qualification  Sta-  • 
tus  on  this  screen. 


STEP  7: 


SELECT  THE  POSITION  TASK  QUALIFICATION  STATUS  OPTION.  Enter 
3  and  i 


The  airman’s  Position 
Qualification  Status  infor¬ 
mation  normally  involves 
more  than  one  screen  of  data. 


You  are  able  to  decertify  only  one  task  at  a  time.  The  Task  ID  that  applies  to  the  task 
being  decertified  must  be  one  of  those  Task  IDs  appearing  on  the  screen.  If  the  desired 
Task  ID  cannot  be  seen  on  the  screen,  complete  one  of  the  following  actions: 

o  Press  the  ( PgDn  )  or  C raup )  key,  as  many  times  as  necessary,  until  the  desired  Task 
ID  appears  on  the  screen,  qt 
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o  Select  the  Task  Search  option  (enter  T  or  t  and  press  i  return  i);  then,  enter  the 
desired  Task  ID  and  press  r  return  i. 


Once  the  Task  ID  for  the  task  being  decertified  can  be  seen  on  the  screen,  proceed  to 
Step  8. 


or  steps: 


SELECT  THE  DECERTIFY  TASK  OPTION.  Enter  D  (or  d)  and  press 

t  RETURN  1. 


Now  you  must  identify  the 
task  that  you  want  to 
decertify.  The  status  of  the 
task  will  currently  be 
reflected  as  "certified.’’ 


0=STEP#; 


SELECT  THE  TASK  TO  BE  DECERTIFIED.  Enter  the  number  correspond¬ 
ing  to  the  task  and  press  t  return  ) . 


The  status  is  automatically  changed  to  "None"  once  the  decertification  update  is  pro 
cessed  by  the  system. 


o  The  task  is  automatically  removed  from  the  training  history  portion  of  the 
individual’s  ATR. 


o  The  task  is  also  automatically  added  to  the  airman’s  ITR.  The  task  is  placed  at 
the  end  of  the  tasks  listed  in  the  person’s  ITR;  therefore,  you  may  have  to  later 
reorder  the  ITR  to  ensure  the  training  priority  is  correctly  established  (refer  to 
Section  10-18). 


o  You  may  continue  to  decertify  other  tasks  by  repeating  Steps  8  and  9  for  each 
task. 


LAST  STEP 

Continue  to  Quit  each  screen  until  the  AOTS  Primary  Access  Menu  appears  on  the  screen. 
At  that  point  you  may  quit  the  menu  and  log  off  the  system,  or  you  may  proceed  with  another 
function. 
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10.1 1  Access  Task  Data 


As  a  SUPERVISOR,  you  will  find  a  frequent  need  to  review,  search  for  and  print 
various  types  of  information  for  tasks  performed  by  the  airmen  you  supervise.  You  will  be 
working  within  the  MASTER  TASK  LIST  (MTL)  EDITOR  each  time  you  need  to  obtain  task 
data  from  the  AOTS. 

Task  data  will  help  you  ensure  that  training  programs  are  properly  planned  and  executed. 
There  are  more  than  20  types  of  data  you  can  obtain  for  tasks.  The  list  below  identifies  the 
data  ycu  will  access  most: 

o  Subtasks  (data  which  breaks  down  a  task  into  smaller  components), 
o  Activities  (data  which  breaks  down  a  task  or  subtask  into  performance  steps), 
o  Knowledge  and  skills  airmen  require  in  order  to  perform  a  task, 
o  Resources  necessary  when  performing  a  task, 

o  Other  information  sources  (outside  of  the  AOTS)  which  identify  task  performance 
requirements,  and 

o  Behavioral  Objectives  (data  which  identifies  the  behavior,  standards,  and  con¬ 
ditions  under  which  a  task  is  performed). 


Not  all  tasks,  however,  contain  the  same  data. 

o  Some  tasks  are  not  trained  in  the  workplace  via  OJT.  For  those  tasks,  task  analyses 
are  not  performed;  therefore,  there  are  limited  data  for  them  in  the  AOTS. 

o  For  each  task  trained  at  the  job-site,  a  complete  task  analysis  is  conducted,  and 
the  resulting  data  are  updated  into  the  AOTS  by  the  Instructional  Systems  Team 
(1ST)  at  Bergstrom  AFB.  Additionally,  the  1ST  develops  and  updates  behavioral 
objectives  data,  CAI  lesson  materials,  knowledge  tests,  or  performance  evaluation 
materials  for  many  of  the  tasks  they  analyze.  Since  task  analysis  and  trai¬ 
ning/evaluation  development  continues,  task  data  will  also  continue  to  be  updated 
using  the  MTL  Editor.  When  you  are  using  task  data  to  develop  or  conduct 
training,  you  should  review  or  obtain  a  current  hard  copy  of  the  task’s  data  to 
ensure  you  have  the  most  recent  available  data. 

You  should  review  this  ENTIRE  section  before  you  proceed  with  any  of  the  procedures 
covered  on  the  next  few  pages.  This  portion  of  the  handbook  contains  only  "need  to  know" 
task  information.  Once  you  become  familiar  with  the  AOTS,  you  should  also  take  the  time 
to  access  the  HELP  screens,  to  learn  about  the  data  not  presented  in  this  section. 
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BEFORE  YOU  CAN  BEGIN  ACCESSING  TASK  INFORMATION,  YOU 
NEED  TO  KNOW  THE  FOLLOWING: 


0  Xh£  CAFSCs  qL  the.  airmen  ymi  supervise. 


The  AOTS  will  restrict  your  access  to  those  MTLs  that  correspond  to  the 
CAFSCs  of  the  airmen  you  supervise.  If  you  are  not  sure  of  the  CAFSCs 
of  the  airmen  appearing  on  your  Supervision  List,  you  can  access  the 
Personnel  Information  within  their  ATRs,  to  identify  their  CAFSCs.  (See 
Section  9.2). 


o  The  TASK  ID(s)  for  which  vou  want  la  obtain  information  for. 


Within  the  AOTS,  tasks  have  been  sorted  by  Task  ID.  A  Task  ID  is  a  six 
digit  code,  where  the  first  character  is  always  a  letter  and  the  remaining 
five  characters  are  numbers. 

You  will  find  Task  IDs  listed:  in  airmen’s  Training  History  and  Individual 
Training  Requirements;  on  Training  Schedules/Notices  and  Position 
Requirements;  and  on  hard  copies  of  task  data. 

Generally,  you  will  need  to  determine  what  task(s)  you  want  to  access  before 
any  task  data  can  be  obtained,  as  you  will  be  inputting  the  Task  ID(s)  as 
part  of  the  process.  However,  there  is  also  a  search  capability  for  task  data, 
if  you  do  not  know  the  Task  ID(s)  that  apply. 
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The  first  four  steps  involve  the  AOTS  paths  available  to  you  for  accessing  the  MTL 
Editor. 


Earlier,  in  Section  6.1.2,  you 
learned  that  task  data  are 
contained  within  the  Master 
Task  List  (MTL)  for  each  Air 
Force  Specialty  (AFS). 

All  users’  access  into  task 
data  are  initially  through 
Option  3  of  the  AOTS  Pri¬ 
mary  Access  Menu,  illus¬ 
trated  to  the  left. 


CF5 


STEP  1: 


SELECT  THE  MASTER  TASK  UST  (MTU  INTERFACE  OPTION.  -  Enter 
3  and 


If  all  the  airmen  you  super¬ 
vise  have  the  same  CAFSC, 
you  will  not  see  the  screen 
illustrated  here,  therefore, 
you  will  not  perform  Step  2. 
(You  arc  automatically  pro¬ 
vided  access  into  the  MTL 
for  that  CAFSC.) 


If  the  airmen  you  supervise 
have  different  CAFSCs,  you 
are  authorized  to  access  only 
the  MTLs  that  correspond  to 
those  CAFSCs. 


jCjT  STEP2: 


SELECT  THE  OPTION  CORRESPONDING  TO  THE  AFS  FOR  WHICH 
YOU  WANT  TO  ACCESS  THE  MTL  AND  PRESS  (  return  ). 
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A  MASTER  TASK  LIST  is  a  list  of  all  tasks  commonly  performed  in  an  AFS,  and  a 
collection  of  data  that  pertains  to  these  tasks.  Each  MASTER  TASK  LIST  has  been  broken 
down  into  two  parts: 

o  FINAL  MTL,  which  contains  tasks  commonly  performed  AFS-wide 

-and  - 

o  FINAL  LOCAL-NEW  TASK  LIST,  which  contains  tasks 
performed  only  locally, 

OR 


"new”  tasks  which  are  caused  by  new  equipment,  changes  in  procedures  or 
policies,  etc.,  where  new  performance  steps,  or  new  skills  and  knowledges, 
have  to  be  trained  and  learned.  Once  a  "new”  task  has  been  completely 
analyzed  by  the  1ST,  the  task  (and  all  updated  data  from  the  analysis)  are 
moved  to  the  Final  MTL. 


MOST  of  the  tasks  you  will 
be  accessing  are  contained  on 
the  Final  Master  Task  List. 

IF  the  tasks  you  are  accessing 
are  only  performed  locally, 
or  are  "new"  tasks,  they  exist 
on  the  Final  Local-New  Task 
List. 

Once  you  select  the  part  of 
the  MTL  to  access,  the 
remaining  procedures  are  the 
same  for  both  parts  of  the 
list. 


QP STCP3: 


SELECT  THE  PART  OF  THE  MTL  TO  ACCESS.  Enter  1  or  2  and  then 
press  (~RETUR  NT  1 


NOTE:  To  distinguish  between  AFS-WIDE  and  LOCAL/NEW  tasks,  a  numbering 

scheme  has  been  established  within  the  AOTS. 

AFS-wide  Task  ID  numbers  range  from  00001  to  60000.  Local/New  Task  ID 
numbers  range  from  60001  to  99999. 

You  need  to  know  the  Task  IDs  for  which  you  are  obtaining  data,  so  that  you 
_ can  correctly  select  the  part  of  the  MTL  that  contains  those  Task  IDs. 
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You  arc  now  within  the  MTL 
Editor.  The  screen  to  the  left 
illustrates  the  MTL  Editor 
Main  Menu.  The  remainder 
of  this  section  provides 
procedures  for  the  first  three 
options  listed  on  the  menu. 

The  DISPLAY  option  is 
covered  in  Steps  4  through 
54.  The  SEARCH  option  is 
covered  in  Steps  55  and  56. 
The  PRINT  option  is  covered 
in  Steps  57  through  61. 

If  all  the  individuals  you 
supervise  have  the  same 
CAFSC,  you  will  not  see 
Option  4.  If  you  select 
Option  4,  you  will  be 
returned  to  Step  2. 


STEP4: 


SELECT  THE  DISPLAY  OPTION.  Enter  a  1  and  then 


This  screen  allows  you  to 
identify  the  task(s)  you  want 
to  display.  If  you  select  to 
display  data  for  a  specific 
task,  you  will  then  need  to 
input  the  TASK  ID,  as 
illustrated  here. 

-  OR  - 

If  you  select  to  display  data 
for  a  range  of  tasks,  you  will 
then  need  to  input  the  Task 
ID  for  the  first  task  in  the 
range,  and  then  the  Task  ID 
for  the  last  task  in  the  range. 
(It  is  recommended  that  you 
keep  within  a  range  of  no 
more  than  five  Task  IDs  at 
a  time.) 


UT STEP5: 


SELECT  ONE  OF  THE  OPTIONS  AND  PROVIDE  THE  TASK  ID(t)  AS 
REQUIRED.  (See  NOTE  on  the  next  page)  For  the  example,  the  Specific 
Task  ID  option  was  selected. 
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NOTE:  The  first  time  you  are  reviewing  tasks,  you  should  select  SPECIFIC  TASK  to 

make  it  easier  for  you  to  learn,  and  get  used  to,  the  MTL  Editor.  When  you 
select  the  TASK  RANGE  option,  you  will  repeat  the  remaining  procedures 
for  each  task  in  the  range,  one  task  at  a  time.  Since  each  MTL  contains  roughly 
1000  tasks,  it  is  fl£l  recommended  that  you  select  ENTIRE  TASK  LIST. 


For  each  task,  there  are  four 
primary  menus  that  contain 
options  corresponding  to  the 
type  of  data  you  may  display. 
The  screen  to  the  left  illus¬ 
trates  the  first  of  these  four 
primary  menus. 

MENU  1  contains  three 
options  you  "need  to  know." 
.  .  Task  Statement,  Task 
Objectives,  and  Task  Refer¬ 
ences.  (For  the  other  options, 
see  HELP.) 

Step  6  allows  you  to  display 
the  Task  Statement  and  other 
identification  data  for  this 
task. 


0" 


STEP  6: 


SELECT  THE  TASK  STATEMENT  OPTION  ON  MENU  1.  Enter  a  1  and 
then  | 
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The  Task  Description  screen 
identifies  the  Task  ID,  Task 
Statement,  and  Task  Author 
for  this  task.  Task  IDs  and 
Statements  you  review  here 
are  the  same  IDs/Statements 
you  will  see  when  you  print 
or  review  ATRs,  ITRs, 
training  schedules,  task 
training  notices,  OPTRs  and 
GPTRs. 

All  tasks,  whether  analyzed 
or  not,  contain  a  Task  ID  and 
Task  Statement. 


CF STEP7: 


QUIT  THE  TASK  DESCRIPTION  SCREEN.  Enter  a  Q  (or  q)  and  then  press 
[  return  ].  Menu  1  will  reappear. 


The  next  step  allows  you  to 
review  behavioral  objective 
data  for  this  task. 


CF STEP,: 


SELECT  THE  TASK  OBJECTIVES  OPTION  ON  MENU  1.  Enter  a  2  and 
then  press (  return  i . 
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At  this  point,  the  MTL  Editor 
interfaces  with  Evaluation 
Editors.  As  a  SUPERVISOR, 
your  access  is  restricted  to 
the  Behavioral  Objectives 
Editor. 


pff3  STEP  9: 


SELECT  OPTION  1  TO  ACCESS  THE  BEHAVIORAL  OBJECTIVE  EDI¬ 
TOR.  Enter  a  1  and  then  press  (  return  l. 


The  screen  illustrated  to  the 
left  identifies  the  kinds  of 
data  accessible  for  each 
objective  that  applies  to  the 
task. 


STEP  10: 


SELECT  EACH  OPTION,  ONE  AT  A  TIME,  AND  REVIEW  THE  BEHAV¬ 
IORAL  OBJECTIVE  DATA  THAT  HAS  BEEN  DEVELOPED  FOR  THIS 
TASK.  (See  NOTE:  on  the  next  page)  Enter  the  option  number  and  then 

praaal  RETURN  1 


If  the  task  has  nfli  been  analyzed,  the  AOTS  will  provide  a  message  on  the  screen  advising 
you  that  Behavioral  Objective  data  does  not  exist  for  this  task.  Press  (  return  1  as  prompted 
and  proceed  to  Step  1 1. 

This  section  does  not  illustrate  any  further  screens/accesses/options  you  will  encounter 
when  you  select  these  options.  Each  menu  and  data  screen  you  will  see  is  self-explanatory, 
and  you  may  access  HELP  screens  if  you  have  any  questions. 
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NOTE: 

You  should  review  behavioral  objective  data,  to  determine 

0 

what  airmen  should  know  and  be  able  to  perform  once  trained  and 
evaluated  on  this  task 

0 

the  available  information  sources  where  you  can  obtain  the 
task’s  performance  policies  and  procedures 

0 

the  resources  required  to  train,  evaluate  and  perform  this 
task,  in  order  to  achieve  the  behavioral  objective 

0 

the  materials  available  (on  line  and  off  line)  for  requisite 
knowledge  training  for  this  task. 

d^5  STEP11: 


QUIT  THE  DISPLAY  BEHAVIORAL  OBJECTIVES  DATA  SCREEN  tnd 
QUIT  THE  EVALUATION  SUBSYSTEM  ACCESS  MENU.  Enter  a  Q  (or  q) 
and  then  press  (  return  )  followed  by  another  Q  (or  q)  and  pressing 
I  return  )  Menu  1  will  reappear. 


The  last  option  covered  in 
this  section  for  Menu  I  is 
Task  References  (publica¬ 
tions). 


STEP  12: 


SELECT  THE  TASKREFERENCES  OPTION  ON  MENU  1.  Enter  a  5  and 
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These  data  reflect  the  pub¬ 
lications  where  task  per¬ 
formance  information  can  be 
found.  Publications  include 
Technical  Orders,  AF  Reg¬ 
ulations,  AF  Manuals,  Sepa¬ 
rate  Operating  Procedures, 
etc.  You  should  use  these 
sources  when  you  plan  and 
conduct  training  for  this 
task. 


|^P  STEP  13: 


QUIT  THE  PUBLICATIONS  SCREEN.  Enter  a  Q  (or  q)  and  then  press 
1  return  1  Menu  1  will  reappear. 


There  are  options  on  the  four 
primary  MTL  menus  which 
allow  you  to  move  between 
each  menu.  These  options  are 
NEXT  MENU  and  PRE¬ 
VIOUS  MENU. 


0=,STEP,4: 


SELECT  THE  NEXT  MENU  OPTION  TO  GO  TO  MENU  2.  Enter  a  7  and 
then  press (  return  I . 
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There  is  one  option  on  Menu 
2  which  you  will  "need  to 
know":  Certification  Infor¬ 
mation. 

Only  those  tasks  that  have 
been  analyzed  will  contain 
accurate  task  certification 
data. 


IW 


STEP  15: 


SELECT  THE  CERTIFICATION  INFORMATION  OPTION  ON  MENU  2. 
Enter  a  4  and  then  i 


This  screen  advises  you  of 
two  facts  for  this  task.  First, 
whether  the  airman  must  be 
certified  or  supervised  while 
performing  the  task  during 
training  and,  second, 
whether  or  not  the  task 
requires  recertification  on  a 
periodic  basis. 

You  will  use  this  informa¬ 
tion  in  order  to  plan  pre¬ 
requisite  training  or 
evaluation. 


The  AOTS  uses  the  task  recertification  data  to  forecast  task  training  for  each  individual 
performing  the  task,  90  days  before  each  airman  requires  recertification. 


g  STEP  16: 


QUIT  THE  CERTIFICATION  SCREEN.  Enter  a  Q  (or  q)  and  then  press 
C  RETURN-),  Menu  2  will  reappear. 
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The  next  option  to  be  covered 
in  this  section  is  found  on 
Menu  3. 


O" STEP  17: 


SELECT  THE  NEXT  MENU  OPTION  TO  GO  TO  MENU  3.  Enter  a  7  and 
then  | 


There  are  two  option*  on 
Menu  3  which  you  will  access 
often  when  reviewing  task 
data:  Required  Performance 
Resources  and  Prerequisite 
Tasks. 

The  AOTS  contains  accurate 
performance  resources  and 
prerequisite  task  data  only 
for  those  tasks  that  have  been 
analyzed  by  the  1ST. 


I2JP  step 


SELECT  THE  REQUIRED  PERFORMANCE  RESOURCES  OPTION  ON 
MENU  3.  Enter  a  3  and  then  i 
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These  are  the  resources  that 
must  be  available  when  air¬ 
men  are  required  to  perform 
this  task. 


£jgr>  STEP  19: 


QUIT  THE  PERFORMANCE  RESOURCES  SCREEN.  Enter  a  Q  (or  q)  and 
then  press  (  return  J.  Menu  3  will  reappear. 


The  Prerequisite  Task  option 
is  explained  next.  Prereq¬ 
uisite  tasks  are  those  tasks 
that  must  be  performed  (and 
therefore  trained)  before 
this  task  can  be  trained. 


STEP  20: 


SELECT  THE  PREREQUISITE  TASKS  OPTION  ON  MENU  3.  Enter  a  4 
and  then ; 
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If  the  screen  is  blank,  there 
are  no  prerequisite  tasks  that 
apply  to  this  task. 

If  prerequisite  tasks  do 
apply,  the  Task  IDs  are  listed. 
AOTS  has  been  structured  so 
that  training  for  prerequisite 
tasks  is  ranked  before 
training  for  this  task. 

As  a  supervisor,  you  will 
have  to  consider  these  data 
when  you  plan  the  training 
outline  and  prepare/conduct 
training  for  this  task. 


CF5 


STEP  21: 


QUIT  THE  PREREQUISITE  TASK  SCREEN. 

Menu  3  will  reappear. 


Enter  a  Q  (or  q)  and  then 


There  are  no  other  options  on 
Menu  3  which  are  addressed 
in  this  section  of  the  hand¬ 
book.  See  HELP,  if  you  have 
questions  concerning  the 
remaining  Menu  3  options. 


£3=  STEP22: 


SELECT  THE  NEXT  MENU  OPTION  TO  GO  TO  MENU  4.  Enter  a  7  and 
then  press  CrxturnJ  .  Menu  4  will  appear  one  of  two  ways,  depending 
upon  whether  or  not  this  task  has  been  broken  down  into  subtasks. 
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If  this  task  has  ngi  been 
broken  down  into  subtasks. 
Menu  4  will  appear  as  illus¬ 
trated  in  the  top  screen  to  the 
left.  Steps  23  -  26  below, 
address  the  procedures  that 
apply  for  these  options. 

-  OR  - 

If  this  task  has  been  broken 
down  into  subtasks.  Menu  4 
will  appear  as  illustrated  in 
the  bottom  screen.  Steps  27 
-  54,  address  the  procedures 
that  apply  to  subtasks. 


Go  to  Step  23  if  the  task  you 


viewing  has  Q£l  been 


broken  down 


into  subtasks. 


Go  to  Step  27  if  the  task  you  are  viewing  has  been  broken  down  into  subtasks. 
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The  AOTS  contains  Activities 
and  Skills/Knowledge  data 
only  if  the  task  has  been 
analyzed  by  the  1ST. 


STEP  23: 


SELECT  OPTION  1,  TO  REVIEW  THE  ACTIVITIES.  Enter  a  1  and  then 


Activities  are  the  steps 
required  to  perf orm  this  task. 
These  activities  arc  listed  in 
the  sequence  that  they  are 
performed.  The  screen  to  the 
left  shows  the  first  three  (out 
of  nine)  activities  for  the 
task  illustrated.  To  display 
all  the  activities,  you  will 
need  to  use  the  (  Pq  Pn  )  key. 

For  some  tasks,  the  activities 
are  not  listed.  In  place  of 
performance  steps,  a  state¬ 
ment  referring  to  a  Techni¬ 
cal  Order  or  some  other 
reference  is  provided.  (The 
reference  contains  the  per¬ 
formance  steps.) 


|^|P  STEP  24.- 


You  should  use  this  infor¬ 
mation  when  you  conduct 
training  for  this  task. 


QUIT  THE  ACTIVITIES  SCREEN.  Enter  a  Q  (or  q)  and  then  press 
1  return  ).  Menu  4  will  reappear. 
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You  should  also  review  the 
Skills  and  Knowledges  that 
are  listed  for  this  task.  Only 
if  this  task  is  analyzed  will 
it  contain  Skills  and 
Knowledge  data. 


STEP  25: 


SELECT  THE  KNOWLEDGE  AND  SKILLS  OPTION  ON  MENU  4.  Enter  a 
2  and  then i 


ncmB.am  m  SubTiik  r  r  o  c  ■ 

Z.a  KaouMpa  ul  Skills 

s  I  n  f 

3B  Nov  SB 

search  TraiquES/mocnuKs 

USE  or  FORCE 

Chooss  Display  option  (O)uit  7  0 

10-10*2® 

These  data  identify  the  types 
of  knowledge  and  skills  an 
airman  must  possess  in  order 
to  perform  this  task. 

As  a  supervisor,  you  are 
responsible  for  ensuring  the 
airman  is  properly  trained  in 
the  skills  required  for  the 
task  and  that  he/she  has 
studied  and  knows  the 
information  necessary  to 
accomplish  the  task. 


g'  ^gr->  STEP  26: 


QUIT  THE  KNOWLEDGE  AND  SKILLS  SCREEN.  Enter  a  Q  (or  q)  and 
then  press  1  return  ) .  Go  to  Step  54  as  steps  27  -  53  apply  only  when  a 
task  has  been  broken  down  into  subtasks. 
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IF  THE  TASK  HAS  SUBTASKS 


Only  if  this  task  has  been 
analyzed  will  it  be  broken 
down  into  subtasks. 


g^jP^  STEP  27: 


SELECT  THE  SUBTASKS  OPTION.  Enter  a  1  and  then  press  (  return  ) 


The  Subtask  Editor  is  an 
editor  within  the  MTL  Edi¬ 
tor,  which  stores  subtask 
data  for  tasks. 

The  screen  to  the  left  illus¬ 
trates  the  Subtask  Editor 
Main  Menu  where  you  may 
display  each  of  the  subtasks 
for  this  task;  print  each  (or 
all)  of  the  subtasks;  or  access 
the  Behavioral  Objectives 
for  each  subtask. 


o  Steps  28  -  44  apply  to  the  DISPLAY  option  for  subtask  data, 

o  Steps  45  and  46  apply  to  the  PRINT  option, 

o  Steps  47  -  53  apply  to  Evaluation  Subsystem  option. 


g^3  STEP  28: 


SELECT  OPTION  1  TO  DISPLAY  A  SUBTASK.  Enter  a  1  and  then  press 

[  RFTIIRN  ] 
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HCT818.S82  HTL  S  u  k  T  •  •  k  Frocerrint  30  tov  88 

Z.B  SubTaak  Sal  act  Ion  MOMIITE 


ENTER  Subtask  Saquanca  Nuakap  (Rants  1  to  4)  op  (Dirt  ;  L_ 

10-10-31 


This  menu  allows  you  to 
indicate  which  of  the  sub¬ 
tasks  you  want  to  display. 
The  prompt  advises  you  how 
many  subtasks  there  are  for 
this  task  (in  the  example, 
there  are  4  subtasks). 

To  display  a  specific  subtask, 
you  ENTER  the  subtask 
number,  or  LIST  the  sub¬ 
tasks.  You  then  SELECT  the 
subtask  you  want.  The  list 
option  is  illustrated  next. 


g'  STEP  29: 


ENTER  L,  FOR  UST.  Enter  a  L  (or  I)  and  then  press  (  return!  . 


This  screen  lists  the  first  3 
subtasks  for  this  task.  If 
there  are  more  than  3  sub¬ 
tasks,  you  will  have  to 
t  Pq  on  1  see  the  respective 
subtask  statements. 


STEP  30: 


SELECT  THE  SUBTASK  YOU  WANT  TO  DISPLAY  (the  example  shows  the 
first  subtask  being  selected).  Enter  the  number  corresponding  to  the 
desired  subtask  and  then  press  (  RETURN  J. 
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This  screen  identifies  the 
kinds  of  data  accessible  for 
each  subtask.  You  may  find 
times  when  you  will  train 
airmen  on  a  single  subtask, 
rather  than  training  them  on 
the  whole  task  at  one  time. 

You  should  use  the  subtask 
data  just  as  you  use  the  task 
data;  to  develop  training 
outlines  and  to  assist  you  in 
preparing  to  conduct  train¬ 
ing. 

Each  subtask  appear  in  the 
sequence  in  which  they  are 
normally  trained  and  per¬ 
formed. 


STEP  31: 


SELECT  OPTION  1  TO  REVIEW  THE  SUBTASK  STATEMENT.  Enter  a  1 
and  then i 


This  screen  reflects  the 
subtask  statement.  ' 


STEP  32: 


QUIT  THE  SUBTASK  STATEMENT  SCREEN. 


only. 
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Knowledges  and  Skills 
required  by  the  airmen  when 
performing  this  subtask  can 
also  be  reviewed.  As  a 
supervisor,  you  are  respon¬ 
sible  for  ensuring  that  the 
airman  is  properly  trained  in 
the  skills  required  for  the 
task  and  that  the  airman  has 
studied  and  knows  the 
information  necessary  to 
accomplish  this  subtask. 


CW3 


STEP  33:  SELECT  OPTION  2  TO  REVIEW  THE  KNOWLEDGES  and  SKILLS, 

a  2  and  then 


Enter 


These  data  identify  the  types 
of  skills  an  airman  must 
possess  in  order  to  perform 
this  subtask,  and  the 
knowledge  the  airman  must 
have  obtained  before  he/she 
can  perform  this  subtask. 


JjgP  STEP  34: 


QUIT  THE  KNOWLEDGE  AND  SKILLS  SCREEN.  Enter  a  Q  (or  q)  and 
then  press  (  return  J . 
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Resources  that  are  necessary 
when  performing  this  sub¬ 
task  can  also  be  reviewed. 


STEP  35: 


SELECT  OPTION  3  TO  REVIEW  THE  PERFORMANCE  RESOURCES. 
Enter  a  3  and  then  i 


This  screen  lists  ail  per¬ 
formance  resources  that 
apply  to  the  task,  and 
highlights  those  resources 
that  apply  specifically  to  the 
subtask  being  displayed. 
(Although  you  can’t  see  it 
here,  resources  correspond¬ 
ing  to  Data  Fields  1  and  2 
are  highlighted  in  yellow, 
signifying  that  they  are 
required  when  performing 
this  subtask.) 


pgP  STEP  M: 


QUIT  THE  RESOURCES  SCREEN.  Enter  a  Q  (or  q)  and  then  press 
1  RETURN,  )■ 
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The  publications  applying  to 
this  subtask  can  also  be 
reviewed. 


l^gP  STEP37: 


SELECT  THE  PUBUCATIONS  OPTION.  Enter  a  4  and  then  press 

1  RFTIIRN  1 


These  are  the  publications 
where  performance  infor¬ 
mation  can  be  found  for  this 
subtask. 

If  you  ENTER  a  Data  Field 
number,  you  may  also  select 
to  list  the  breakdowns  that 
apply  to  the  publication  you 
select.  Breakdowns  arc  spe¬ 
cific  Chapters,  Paragraphs, 
Tables,  etc.,  within  the 
publication,  where  perform¬ 
ance  information  for  this 
subtask  can  be  found.  (If  no 
Breakdowns  have  been  listed 
by  the  1ST,  the  Breakdown 
Screen  will  be  blank.) 


STEP  M: 


QUIT  THE  PUBUCATIONS  REFERENCED  SCREEN.  Enter  a  Q  (or  q)  and 
then  press  l  return  J . 
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Behavioral  Objectives,  once 
developed  by  the  1ST,  are 
also  available  for  review. 


STEP  39:  SELECT  OPTION  S  TO  ACCESS  BEHAVIORAL  OBJECTIVES.  Enter  a  5 

and  then 


THE  REMAINDER  OF  THIS  PAGE  HAS  BEEN  LEFT  BLANK  INTENTIONALLY. 
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For  the  subtask  you  arc 
reviewing,  as  for  every  sub¬ 
task,  there  should  be  at  least 
one  Behavioral  Objective. 

If  a  Behavioral  Objective  has 
not  been  developed  by  the 
1ST,  the  AOTS  will  provide  a 
message  on  the  screen 
advising  you  that  No 
Behavioral  Objective  Exists. 
Press  C  RETbRN  1  as 
prompted,  and  proceed  to 
Step  41. 

Just  as  you  would  for  the 
task,  you  should  view  the 
Behavioral  Objective  data 
for  the  subtask,  to: 


STEP  40: 


SELECT  EACH  OPTION, 
ONE  AT  A  TIME,  AND 
REVIEW  THE  BEHAVIORAL 
OBJECTIVE  DATA  THAT 
EXIST  FOR  THIS  SUBTASK. 


o  Determine  what  an 
airman  should  know 
and  be  able  to  per¬ 
form  once  trained  and 
evaluated  on  this 
subtask. 


o  Determine  what  infor¬ 
mation  sources  are 
available  for  subtask 
performance  policies 
and  procedures. 


(This  section  docs  not  illustrate  any  other 
screcns/prompts/options  you  will  encounter  when  you 
select  these  options.  Each  menu  and  data  screen  you  will 
sec  is  self-explanatory,  ar.d  you  may  access  HELP  if  you 
have  any  questions.) 


o  Determine  the 

resources  required 
when  training,  evalu¬ 
ating  or  performing 
the  subtask. 


o  Determine  the  materi¬ 
als  that  are  available 
for  requisite 
knowledge  training 
for  this  subtask. 


CF 


STEP  41: 


QUIT  THE  DISPLAY  BEHAVIORAL  OBJECTIVES  DATA  SCREEN.  Enter 
a  Q  (or  q)  and  then  | 


99 


AOTS  User's  Handbook 


DRAFT 


The  next  step  enables  you  to 
access  the  Activities,  which 
are  the  steps  required  to 
perform  this  subtask. 

You  should  review  the  acti¬ 
vities  to  determine  what 
steps  are  required,  and  the 
sequence  they  should  be 
trained  and  performed. 


CF 


STEP  42: 


SELECT  OPTION  6  TO  REVIEW  THE  ACTIVITIES.  Enter  a  6  and  then 
press  ( 


The  screen  will  show  the  first 
few  activities.  To  continue 
your  review  of  all  activities. 
you  must  press  the  1  Po  t>n  ] 
key.  For  the  example  illus¬ 
trated  here,  the  screen  shows 
the  first  3  oi  41  performance 
steps. 


STEP  43: 


QUIT  THE  ACnVTPcs  SCREEN.  Enter  a  Q  (or  q)  and  then  press 

(  RETURN  1 
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HIL  SikTilk  Procat*  Inf  38  Now  B8 

StkTuk  Uitor 


1.  Ditplty 

2.  Print 

3.  Ewlattion.Suhayptaa 
Quit  This  now 


Sal  act  Option:  2 


10-10-49 


KTB1B.M1 

2.8 


Steps  45  and  46  apply  to 
PRINTING  subtask  data. 


STEP  45: 


SELECT  THE  PRINT  OPTION.  Enter  a  2  and  then 


This  screen  identifies  the 
number  of  subtasks  pertain¬ 
ing  to  this  task  (the  example 
shows  4  subtasks  for  the  task 
illustrated). 

You  may  print  a  specific 
subtask  by  entering  the 
subtask  number;  you  may 
print  all  subtasks  by  entering 
a  (for  all);  or  you  may  LIST 
the  subtasks  and  then  enter 
the  subtask  number  if  you 
don’t  know  the  subtasks 
available  for  this  task. 


STEP46: 


ENTER  THE  SUBTASK  NUMBER;  ENTER  A;  OR  ENTER  L  AND  THEN 
THE  SUBTASK  NUMBER.  You  can  enter  a  subtask  number  followed  by  a 
1  ret  urn:  ]  -or-  you  can  enter  an  A  (or  a)  followed  by  a  C  RET  URN  J  -or- 
you  can  enter  a  L  (or  I)  followed  by  t  return  1  and  the  subtask  number 
and  a  1  return  ). 
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A  prompt  is  displayed  for  you  to  specify  the  Printer  ID  of  the  printer  at  which  you 
desire  to  receive  the  subtask  data.  Press  i  return  i  will  cause  the  printout  to  be  genreated  at 
your  normal  AOTS  workstation  printer.  If  you  desire  to  send  the  printout  to  another  Alps, 
printer  at  another  AOTS  workstation,  you  are  required  to  enter  the  Printer  ID  and  then  press 
L return,  j.  (You  may  receive  a  list  of  Printer  IDs  by  calling  the  AOTS  hotline.) 


The  AOTS  will  prompt  you  that  the  print  is  occurring.  At  the  completion  of  the  printing 
process,  the  Subtask  Editor  Main  Menu  automatically  reappears.  Go  to  the  ALPS  Printer  at 
your  AOTS  Workstation  or  assigned  printer  to  obtain  the  hard  copy  of  your  printed  subtask(s). 


Once  you  request  something  be  printed,  there  will  be  a  delay  before  printing  occurs. 
This  delay  can  range  from  a  few  seconds  to  a  few  minutes  depending  upon  the  load  on  the 
AOTS  central  computer.  If  you  feel  that  there  is  a  real  problem,  that  is  you  are  getting  no 
printout  after  a  few  minutes,  call  to  the  AOTS  hotline  HELP  for  assistance. 
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NCT01B.801  im  Sikltit  Procttting  30  Now  88 

2.0  SukTttk  Uitop 


1.  Display 

2.  Print 

3.  Ew«luatloa_SuWyotan 
1.  Quit  This  Nonu 


Salset  Option:  3 


10-10-4? 


Steps  8-11  illustrate  the  way 
to  display  behavioral  objec¬ 
tive  data  Tor  a  task. 

Steps  47  -  53  provide  proce¬ 
dures  for  displaying  behav¬ 
ioral  objective  data  for  a 
subtask. 


or STEP47: 


SELECT  THE  EVALUATION  SUBSYSTEM  OPTION.  Enter  a  3  and  press 

1  RETURN  1 


HCT018.0B2  N  T  L 

Sitlilk  Procotring 

30  Now  88 

.0 

SUhTaa*  St  1  act  ion 

WBMI7I 

ENTER  Suhtank  Snqiumco  > 

brtf  (IUnv»  1  to  4)  or  (Dirt  >  1 

10-10-48 

At  this  screen,  you  will  need 
to  identify  the  subtask  for 
which  you  want  to  review 
data. 


STEP  48: 


ENTER  THE  SUBTASK  NUMBER  (the  example  illustrates  the  first  subtask 
being  selected).  Enter  the  subtask  number  and  then  press  1  return  1 
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Here  you  access  the  Behav¬ 
ioral  Objectives  Editor. 


d3 


STEP  49: 


SELECT  THE  BEHAVIORAL  OBJECTIVES  EDITOR  OPTION  by  entering  a 
1  and  then i 


The  screen  to  the  left  reflects 
the  kinds  of  data  accesssible 
for  each  objective  which 
applies  to  this  subtask. 


STEP5°: 


SELECT  EACH  OPTION,  ONE  AT  A  TIME,  AND  REVIEW  THE  BEHAV¬ 
IORAL  OBJECTIVE  DATA  THAT  HAS  BEEN  DEVELOPED  FOR  THIS 
SUBTASK.  Enter  an  option  and  then  press  1  return  l 


If  no  Behavioral  Objectives  have  been  developed  for  the  subtask,  the  AOTS  will  provide 
a  message  advising  you  that  No  Behavioral  Objective  Exists.  Press  C  return  P,  as  prompted 
on  the  screen,  and  proceed  to  Step  52. 

This  section  does  not  illustrate  other  screens/prompts/options  you  will  encounter  when 
you  select  these  options.  Each  menu  and  data  screen  is  self-explanatory,  and  you  may  access 
HELP  (PAD  t  -  )  (minus)  key)  if  you  have  any  questions. 
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STEP  51: 


STEP  52: 


QUIT  THE  DISPLAY  BEHAVIORAL  OBJECTIVES  DATA  SCREEN.  Enter 
a  Q  (or  q)  and  then  | 


QUIT  THE  EVALUATION  SUBSYSTEM  ACCESS  MENU.  Enter  a  Q  (or  q) 
and  then i 


STEP  53:  QUIT  THE  SUBTASK  EDITOR  MAIN  MENU.  Enter  a  Q  (or  q)  and  then 


STEP  54: 


QUIT  MENU  4.  Enter  a  Q  (or  q)  and  then  | 


When  you  select  the  Quit  option  from  Menu  4,  the  MTL  Editor  Main  Menu  is  displayed. 
(This  is  also  true  when  you  quit  Menu  1,  Menu  2  or  Menu  3.) 


o  To  DISPLAY  data  for  another  task,  repeat  the  previous  steps,  beginning  at  Step 
4. 


o  To  SEARCH  data  for  one  or  more  tasks,  proceed  to  Step  55. 
o  To  PRINT  data  for  one  or  more  tasks,  proceed  to  Step  57. 

o  If  you  are  finished  accessing  task  data,  select  the  Quit  option  (enter  Q  or  q  and 

press  (  return!)  as  many  times  as  necessary  to  return  to  the  AOTS  Primary  Access 
Menu.  At  that  point,  you  may  quit  the  menu  and  log  off  the  system  or  you  may 
perform  another  AOTS  function. 
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Steps  55  and  56  apply  to  the 
SEARCH  option. 


STEP  55: 


SELECT  THE  SEARCH  OPTION.  Enter  a  2  and  then 


The  Task  List  Data  Search 
screen  is  illustrated  to  the 
left.  There  arc  23  categories 
of  data  which  may  be 
searched  using  the  MTL 
Editor.  Specific  data  or 
combinations  of  data,  for  one 
or  more  categories,  can  be 
searched  at  one  time. 

The  Search  function  pro¬ 
vides  a  capability  for  the 
system  to  identify  one  or 
more  task  records  containing 
the  data  you  specify  to 
search.  For  example,  the 
system  can  search  the  MTL 
to  identify  the  tasks  per¬ 
formed  in  one  or  more 
workcenters,  units,  or 
MAJCOMs. 


The  data  being  searched  must  be  entered  in  a  f ormat,  referred  to  as  a  "Search  Expression." 
Once  a  valid  expression  is  entered,  the  system  searches  all  data  for  all  tasks  on  the  Task  List 
(within  a  minute  or  so);  and  determines  the  task(s)  which  apply  to  the  search  being  conducted. 
While  a  search  is  being  performed,  you  may  list  the  task(s)  on  the  screen;  when  a  search  is 
complete,  you  may  print  task  data  for  the  task(s)  identified  by  the  search. 
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This  handbook  does  not  provide  the  rules  or  further  procedures  which  apply 
various  search  expressions.  Call  the  AOTS  hotline  when  you  need  to  perform  the 
function. 


STEP  56: 


QUIT  THE  TASK  SEARCH  MENU.  Enter  a  Q  (or  q)  and  then  press 
(..RETURN  ). 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 


to  the 
search 


107 


AOTS  User’s  Handbook 


DRAFT 


Steps  57-61  cover  the  pro¬ 
cedures  for  PRINTING  task 
data. 


|7gp  STEP 57: 


SELECT  OPTION  3.  Enter  a  3  and  then 


This  screen  allows  you  to 
specify  what  task(s)  are  to  be 
printed. 

You  should  print  the 
entire  task  list,  since  each  list 
contains  hundreds  of  tasks. 

If  you  elect  to  print  a  specific 
task,  you  must  enter  the 
TASK  ID  for  the  task.  (This 
option  is  illustrated  to  the 
left.) 

If  you  select  to  print  a  task 
range,  you  enter  the  first  task 
ID  m  the  range,  and  then 
enter  the  la^t  task  ID  in  the 
range.  (It  is  recommended 
that  you  keep  within  a  range 
of  not  more  than  five  tasks.) 


STEP53: 


SELECT  THE  SPECIFIC  TASK  ID  OPTION.  Enter  a  2  and  then  Dress 
1  return  J  THEN  ENTER  THE  DESIRED  TASK  ID.  Enter  the  Task  ID 
corresponding  to  the  task  for  which  you  desire  to  print  data  and  press 
(  RETURN..). 
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The  screen  to  the  left  is  the 
first  page  of  two  pages  that 
contain  print  options  for  task 
data.  To  see  the  remaining 
options,  press  the  [ >g  On 1 
key. 

You  may  print  all  data  for 
the  task(s)  you  selected,  by 
Selecting  Option  1.  If  you 
select  Option  1,  all  options 
will  automatically  change  to 
reflect  PRINT. 

-  OR  - 

You  may  print  specific  data 
for  the  task(s)  you  selected, 
by  entering  the  number(s) 
corresponding  to  the  data 
options  you  want  printed.  As 
you  enter  a  number  and  press 
RETURN,  the  option  you 
select  will  "toggle"  to  PRINT. 


g'~^g=>  STEP  59: 


SELECT  OPTION  1  TO  PRINT  ALL  DATA:  OR  SELECT  THE  OPTIONS 
CORRESPONDING  TO  THE  SPECIFIC  DATA  TO  BE  PRINTED.  Enter  1 
and  then  press  f  return!:  or  enter  a  number  corresponding  to  the 
desired  data  and  press  (RETURnQ  (repeat  until  ail  desired  options 
reflected  "Print"  on  Page  1 ;  Press  CeSSqJ;  and  repeat  until  all  desired  options 
reflect  "print*  on  Page  2). 


To  start  the  printing  process, 
you  need  to  select  the  BEGIN 
PRINTING  option.  This 
option  appears  on  both  pages 
of  the  Print  Menu.  Once 
selected,  this  option  toggles 
from  "No"  to  "Yes." 


f*  STEP60: 


SELECT  THE  BEGIN  PRINTING  OPTION.  Enter  a  9  and  then  press 
[  return  1  /if  you  are  viewing  Page  1);  or  enter  20  (or  21)  and  press 
(..return  )  (if  you  are  viewing  Page  2). 
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A  prompt  is  added  at  the 
bottom  of  the  screen 
instructing  you  to  identify 
the  ID  of  the  printer  where 
the  task  data  are  to  be 
printed. 

If  you  want  the  hard  copy  of 
the  task  data  to  print  at  the 
AOTS  Workstation  where  you 
normally  work,  press 
1  RETURN  ). 

If  you  want  the  hard  copy  to 
be  printed  at  an  AOTS 
Workstation  different  from 
the  one  at  which  you  nor¬ 
mally  work,  enter  the  printer 
ID  that  applies.  (You  can 
obtain  a  list  of  the  PRINTER 
IDs  from  the  1ST.) 


g-  STEP  61: 


Press  r  return  1  or  input  another  printer  ID  and  then 


NOTE:  The  AOTS  will  provide  a  message  indicating  the  Task  ID(s)  for  which  task 

data  are  being  printed  for.  Once  the  print  process  is  complete,  the  MTL  Editor 
Main  Menu  automatically  appears  on  the  screen.  Go  to  the  ALPS  Printer  (at 
your  workstation,  or  the  workstation  where  you  sent  the  print),  to  obtain  your 
hard  copy  of  the  task  data. 


LAST  STEP 


To  discontinue  your  review,  search,  or  print  of  task  data,  simply  continue  to  Quit  from  each 
screen  until  you  reach  the  AOTS  Primary  Access  Menu.  Enter  a  Q  (or  q)  followed  by  pressing 
(  return  1  until  the  Primary  Access  Menu  reappears. 
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10.12  Access  Position  Requirements/Create  a  New  Duty  Position 


The  AOTS  enables  you,  as  a  Supervisor,  to  define  the  performance  requirements  for 
individuals  assigned  to  duty  positions  within  your  area  of  responsibility.  When  you  need  to 
create  a  new  duty  position  within  the  AOTS,  or  change  the  performance  requirements  for  an 
existing  duty  position,  you  will  use  the  Operational  Position  Task  Requirements  (OPTR) 
Editor. 

The  OPTR  Editor  enables  you  to  create  a  new  OPTR;  change  data  for  an  OPTR;  print 
or  review  a  listing  of  OPTRs;  print  or  review  a  single  OPTR;  and  to  delete  an  OPTR,  among 
other  functions. 


An  OPTR  is  a  list  of  tasks  to  be  performed  and  courses  to  be 
completed  by  the  individual(s)  assigned  to  a  specific  duty  position. 
Each  OPTR  is  tailored  to  the  individual(s)  occupying  the  duty 
position.  _ 


Within  the  AOTS,  OPTRs  have  been  established  for  many  duty  positions.  Each  OPTR 
is  identified  by  a  unique  OPTR  ID,  whereby  the  ID  is  the  same  as  the  duty  position  number 
of  the  position  for  which  the  OPTR  applies. 

o  As  a  supervisor,  you  are  responsible  for  ensuring  that  an  OPTR  exists,  within 
the  AOTS,  for  each  duty  position  occupied  by  one  or  more  persons  working  for 
you.  If  an  OPTR  does  not  exist  for  a  duty  position,  you  are  responsible  for 
creating  a  new  OPTR.  Also,  you  are  responsible  for  reviewing  and  maintaining 
the  accuracy  of  OPTR  data  for  each  duty  position  within  your  area  of  respon¬ 
sibility. 

Once  an  OPTR  exists  for  a  duty  position,  you  are  then  able  to  assess  the  qualifications 
of  one  or  more  persons  with  respect  to  the  position’s  requirements;  and  you  can  assign  one 
or  more  persons  against  the  OPTR.  (Section  10.13  provides  procedures  for  these  functions.) 

In  addition  to  the  OPTR  Editor,  you  will  need  to  interface  with  other  AOTS  editors 
and  data  when  creating  or  editing  an  OPTR.  The  editors  you  will  most  often  use  are  listed 
below: 

o  The  ATR  Editor  -  to  obtain  an  airman’s  duty  position  number  and  duty  title 
from  the  personnel  data  contained  in  their  Airman  Training  Record  (ATR). 

o  The  GPTR  Editor  —  to  determine  whether  or  not  a  GPTR  exists  from  which  an 
OPTR  can  be  created.  A  Generic  Position  Task  Requirement  (GPTR)  is  a  generic 
list  of  tasks  normally  performed  by  all  airman  in  the  same  type  of  duty  position 
(e.g..  Crew  Chief,  OER  Clerk,  Flight  Chief). 

o  The  MTL  Editor  —  to  obtain  task  statements  and  Task  IDs  for  tasks  performed 
in  an  Air  Force  Specialty,  from  which  you  determine  the  tasks  to  be  listed  in  an 
OPTR. 
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o  The  OTR  Editor  —  to  obtain  course  titles  and  Course  IDs  for  other  training 
requirements  (OTRs)  which  apply  to  AF  duty  positions,  from  which  you  determine 
the  courses  to  be  listed  in  an  OPTR. 


To  determine  if  position  requirements  have  been  defined  for  an  individual’s  duty 
position,  you  must  accomplish  the  following  actions: 

o  Review  the  airman’s  personnel  data  within  their  ATR  to  determine  the  duty 
position  number  and  duty  title  which  corresponds  to  the  position  the  individual 
occupies.  If  the  person’s  position  number  and  duty  title  have  not  yet  been  updated 
into  the  AOTS,  you  may  obtain  this  information  from  the  Unit  Manning  Document 
(UMD). 

o  Review  a  listing  of  existing  OPTRs  to  determine  whether  or  not  an  OPTR  exists 
for  the  airman’s  duty  position.  The  OPTRs  are  listed  in  numerical  order,  by  OPTR 
ID.  (Remember,  an  OPTR  ID  is  the  same  as  the  airman’s  duty  position  number; 
and  an  OPTR  Title  is  similar  to,  or  the  same  as,  the  airman’s  duty  title.) 

o  If  one  or  more  OPTRs  exist  for  the  duty  position,  you  will  review  the  task 
requirements  and  other  training  requirements  of  the  OPTR(s),  to  determine  if  an 
"individualized"  version  of  the  OPTR  is  necessary. 

There  are  two  versions  of  OPTRs:  Standard  and  Individualized. 


A  standard  version  OPTR  defines  a  duty  position  where  the  tasks  to 
be  performed  and  courses  to  be  completed  are  the  same  for  all  persons 
who  occupy  the  position.  The  OPTR  ID  for  a  standard  version  OPTR 
is  a  seven  digit  number  (equal  to  the  duty  position  number),  followed 
by  the  code:  STD. 

An  individualized  version  OPTR  defines  a  duty  position  where  more 
than  one  person  occupies  the  position  and  different  tasks  are  per* 
formed  or  different  courses  must  be  completed  by  the  persons  occu¬ 
pying  the  position.  The  OPTR  ID  for  an  individualized  version  OPTR 
is  a  seven  digit  number  (equal  to  the  duty  position  number),  followed 
by  a  three  digit  numeric  code:  001,  002,  003,  etc. 

o  If  an  OPTR  does  not  exist  for  the  position,  or  if  an  individualized  version  of  an 
existing  OPTR  is  required,  you  must  create  a  new  OPTR. 

To  create  a  new  OPTR  you  may  enter  all  data  for  the  OPTR;  or  you  may  copy  data 
from  another  OPTR  or  a  GPTR,  and  then  edit  (add  to,  delete  from,  or  reorder)  the  copied 
data.  Because  an  OPTR  may  contain  numerous  tasks  and  courses,  it  is  recommended  that 
you  copy  existing  data,  whenever  possible. 

o  If  an  OPTR  exists  which  closely  resembles  the  requirements  of  the  individual’s 
position^ou  will  copy  the  existing  OPTR,  and  then  edit  the  data,  to  create  the 


o  If  an  OPTR  does  not  exist  which  resembles  the  requirements  of  the  position,  you 
will  review  GPTR  data.  A  GPTR  defines  the  generic  position  task  requirements 
for  a  type  of  duty  position  (e.g.,  Crew  Chief,  Law  Enforcement  Patrolman,  and 
Flight  Chief).  A  GPTR  can  be  used  as  a  baseline  for  creating  a  new  OPTR. 
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You  will  need  to  print  a  listing  of  the  GPTRs,  and  possibly  the  data 
for  one  or  more  GPTRs,  to  determine  if  a  GPTR  exists  for  the  type 
of  duty  position  being  updated. 

o  If  a  GPTR  exists,  you  will  copy  the  GPTR  and  then  edit  the  data  to  create  the 
new  OPTR;  if  a  GPTR  does  not  exist,  you  will  need  to  create  the  new  OPTR  by 
updating  all  data  for  the  OPTR. 

To  create  or  edit  an  OPTR,  you  need  to  have  access  to  the  following  data,  from  which 
you  determine  the  tasks  to  be  performed  and  the  courses  to  be  completed  for  the  OPTR: 

o  A  complete  list  of  Task  IDs  and  task  statements  for  tasks  performed  in  the  Air 
Force  Specialty  (these  data  are  reflected  on  the  MTL  and  Final  Local-New  Task 
List). 

o  A  complete  list  of  Course  IDs  and  course  title;  for  other  training  requirements 
(these  data  are  reflected  on  various  OTR  Lists). 


This  section  of  the  handbook  provides  you  with  procedures  and  information  which 
will  help  you  list,  print  and  review  OPTR  data;  access  GPTR  data;  and  create  a  new  duty 
position  within  the  AOTS. 

o  Lists  for  task  data  and  OTR  data  may  already  exist  at  your  AOTS  Workstation; 
if  not,  contact  the  1ST  representative  (for  the  AFS  involved)  by  calling  the  AOTS 
hotline.  These  lists  are  large  and  take  a  considerable  amount  of  time  to  print. 
Current  printouts  of  these  lists  should  be  made  available  for  use  at  the  workstation 
—  it  is  not  cost  effective  for  each  supervisor  to  print  these  lists. 
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To  access  O'  update  tasks  and 
other  training  requirements 
data  for  a  specific  duty 
position,  you  must  select  the 
Position  Requirements 
option  at  the  AOTS  Primary 
Access  Menu  (illustrated  to 
the  left). 


OP STEP,: 


SELECT  THE  POSITION  REQUIREMENTS  OPTION.  Enter  4  and  then 


There  arc  three  primary 
editors  which  you  will  use 
when  updating  and  main¬ 
taining  position  require¬ 
ments  data: 

1.  The  OPTR  Editor  and 
GPTR  Editor  (accessed  by 
selecting  Option  1  at  this 
screen). 

2.  The  OTR  Editor  (accessed 
by  selecting  option  2  at  this 
screen). 


| STEP  2: 


SELECT  THE  OPTR  OPTION.  Enter  1  and  then  press  l  RETURN  ). 


114 


DRAFT 


AOTS  User’s  Handbook 


AR  felactio*  How 


Plata*  aalact  tit*  4aairW  ARC: 

1.  4S2X4  Tactlaal  Aircraft  feint-axe* 

2.  4543*  Aaron—  Proa*  1  lion 

3.  7323*  Parao— 1 

4.  tllXX  Sacarlty  Polio* 

t-  Halt  Tkit  lira 


Sal act  Oft  low:  4 


OPTRs  are  sorted  by  Air 
Force  Specialty  (AFS).  If 
you  are  authorized  to  access 
data  for  more  than  one  Air 
Force  Specialty,  you  will  see 
the  screen  illustrated  to  the 
left. 

If  the  persons  listed  on  your 
Supervision  List  have  the 
same  CAFSC,  your  access  to 
AOTS  data  is  restricted  to 
data  stored  for  that  AFS. 
Therefore,  you  will  not  see 
the  screen  illustrated  here 
and  you  will  not  perform 
Step  3.  Instead,  proceed  to 
the  information  following 
Step  3. 


STEP  3: 


SELECT  THE  OPTION  CORRESPONDING  TO  THE  DESIRED  AFS.  Enter 
the  number  corresponding  to  an  AFS  and  then  press  (  RETURN!) . 


A6TBB7  *81 
l.S 


Operational  Paaltloa  laak  hpli—lt 
tat*  Mi  tar 


1.  Cr**t*  *  *—  OPT 

2.  Ult  a*  OPT* 

3.  Alsplay  —  Oral 

4.  A* lit*  —  OPTI 

5.  ImIh  GPT>* 

6.  Print  OPT>* 

7.  List  OPTfe 


3  Jan  89 


f.  felt  This 


The  screen  you  are  now 
viewing  is  the  OPTR  Editor 
Main  Menu  (illustrated  to 
the  left). 

The  procedures  contained  in 
this  section  address  many  of 
the  options  you  see  on  this 
screen. 


felact  Opt!—:  _ 
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The  remainder  of  this  section  is  organized  in  the  following  manner: 


o  Steps  3-14  provide  procedures  for  determining  whether  or  not  an  OPTR  exists 
for  an  individual’s  duty  position,  and 

o  Steps  15-42  provide  procedures  for  creating  a  new  OPTR. 


As  mentioned  earlier  in  this  section,  you  will  first  need  to  review  the  current  list  of 
OPTRs  to  determine  whether  or  not  an  OPTR  exists  for  an  individual’s  duty  position.  It  is 
recommended  that  you  print  the  list  of  OPTRs,  however,  you  may  review  the  list  on  line 
instead  of  printing  the  list.  (More  data  is  printed  on  a  single  page  of  printout  than  can  be 
viewed  on  a  single  screen,  and  you  may  have  to  refer  to  the  list  more  than  once.)  Steps  4  - 
7  contain  procedures  for  printing  a  list  of  OPTRs. 


Qp STEP4: 


SELECT  THE  PRINT  OPTRs  OPTION.  Enter  6  and  then  press 
(.■RETURN  J. 


STEPS: 


SELECT  THE  ALL  OPTRs  OPTION.  Enter  A  (or  a)  and  then  press 

1  RETURN  I 


JjgP  STEP  8: 


PRESS  1  RETURN  )  OR  ENTER  A  PRINTER  ID.  Press  1  return  1  to 
print  the  list  at  vour  AOTS  Workstation  printer;  or  enter  a  valid  AOTS  Printer 
ID  and  press  IRETURJJJ  to  print  the  list  at  another  designated  AOTS  Work¬ 
station  printer.  (You  may  obtain  a  list  of  AOTS  Printer  IDs  by  calling  the 
AOTS  hotline.) 


A  prompt  will  appear  on  the  screen,  indicating  that  the  printing  is  occurring.  Once 
the  prompt  disappears  from  the  screen,  you  may  obtain  the  OPTR  List  from  the  printer. 
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u‘.  j.«i  av 

UiMrationat  Posit  lonHask  (rquiriaemt 

Stiwkiry  listing  for  8111*  Security  t’Otice 

Page  1 

if  In.!-.,  (milnl  »*y :  C  iv  P*gg».  . .  * 

. .  iHll 

*••1  S«-<u4ity  S|mh.  i«it  ist 

//  l.r.ls,  Created  by: 

. . .  1*0/* 

VK<  t.leck 

/tt  1  Li  cited  by: 

IHJ'flViS  1  Hji 

Aerospace  Sec  Spec! 

104  tasks,  Crested  by: 

000093 J  004 

Aerospace  Sec  Sped 

104  Tasks,  Created  by: 

0000933 • 003 

Aerospace  Sys  Security  Specialist 

29  tasks.  Created  by.  MSgt  Bertrand,  Charles  N. 

0000933  006 

Aerospace  Scty  Sped 

27  Tasks,  Created  by: 

0000933  00/ 

AEROSPACE  STS  SCTY  SPECL 

104  tasks.  Created  by: 

00009 36-STD 

A r«ed  Response  Teaai/Securi  ty  Response  Tea*  Cltader/Heetoer ) 

SI  Tasks.  Crcatad  by:  TSG  Booth,  Richard  L. 

0000936001 

AfcROSPACE  SCTY  SUPERVISOR 

30  Tasks.  Created  by: 

0000936-002 

AEROSPACE  SCTY  SUPVt 

43  Tasks.  Created  by: 

0000936  003 

Aerospace  Scty  Sped 

29  Tasks,  Created  by: 

0000936  004 

Aerospace  Scty  Sped 

4 2  Tasks,  Created  by: 

0000936  003 

Security  Supervisor 

101  Task*.  Creatad  by:  Civ  Popp,  Gary  H. 

0000936  006 

Aerospace  Scty  Supvr 

100  Tasks,  Created  by:  Civ  Popp,  Gary  H. 

0000937- STD 

Might  Chief /Aerospace  Sys  Scty  Supervisor 

128  Tasks,  Craatad  by:  TSG  Booth,  Richard  i. 

0000937  001 

A r cospace  Sec  Supvr 

142  Tasks,  Cr^mctd  by:  Civ  Popp,  Cary  M. 

000093 T  002 

Aerospace  Scty  Supvr 

42  Tasks,  Creatad  by: 

0000937  003 

Might  Chief 

32  Tasks,  Created  by:  RSgt  Bertrand,  Charles  M. 

A  printout  of  an  OPTR  List 
is  illustrated  to  the  left. 


GT STEP7: 


REVIEW  THE  OPTR  UST  TO  IDENTIFY  WHETHER  OR  NOT  AN  OPTR  ID 
EXISTS  FOR  THE  INDIVIDUAL’S  DUTY  POSITION.  Review  the  OPTR  IDs 
on  the  list,  to  identify  an  ID  that  matches  the  airman's  duty  position  number. 


The  listing  provides  the  following  data: 

o  The  OPTR  IDs  that  exist  for  the  duty  positions  in  the  Air  Force  Speciality;  and 
the  Version  codes  for  each  OPTR  (i.e.,  "STD"  for  standard  version  OPTR;  "numeral" 
for  individualized  version  OPTR), 

o  The  OPTR  Title  (duty  title)  that  applies  to  each  position, 

o  The  number  of  tasks  and  courses  defined  for  each  OPTR,  and 

o  The  name  of  the  person  who  created  each  OPTR  (not  available  for  some  OPTRs). 

If  one  or  more  OPTR  IDs  exist  which  match  the  person’s  duty  position  number,  you 
will  need  to  review  the  tasks  and  other  training  requirements  that  make  up  the  OPTR  data 
for  the  position. 

o  If  the  tasks  and  courses  for  the  existing  OPTR(s)  are  not  sufficiently  tailored  to 
the  individual,  you  will  need  to  create  a  new  individualized  version  of  the  OPTR. 
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Steps  8  through  14  contain 
procedures  for  printing  and 
reviewing  data  for  an  OPTR. 
Proceed  to  Step  8  if  one  or 
more  OPTR  IDs  exist  which 
match  the  individual’s  duty 
position  number. 

If  an  OPTR  ID  does  not  exist 
which  matches  the  person’s 
duty  position  number,  you 
will  need  to  create  a  new 
OPTR.  Proceed  to  the 
information  following  Step 
14. 


STEP  8: 

STEP  9: 


SELECT  THE  PRINT  OPTR*  OPTION.  Enter  6  and  then  press 
1  RETPBN  J. 


SELECT  THE  ONE  OPTR  OPTION.  Enter  O  (or  o)  and  then  press 


[gRTsanuM] 


The  screen  illustrated  to  the 
left  is  referred  to  as  the 
OPTR  Specification  screen. 
Here,  you  specify  the  OPTR 
for  which  you  want  to  print 
data. 


When  you  specif y  an  OPTR,  two  entries  of  data  are  required: 
o  the  OPTR  ID  (seven  digit  numerical  entry)  and 

o  the  code  identifying  the  OPTR  version  (three  digit  entry:  STD  for  standard 
version;  or  numeral  (001,  002,  etc.)  for  individualized  version). 


I2JP STEp  ,o; 


ENTER  THE  OPTR  ID.  Enter  the  seven  digit  OPTR  ID,  which  is  the  same  as 
the  individual's  dutyposition  number,  and  then  press  (.  RET.URNJ.  (In  the 
example  above,  OPTR  ID  0125047  has  been  entered.) 
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ncrae?  aee 

1.5 


Orer*tlo**l  Fositim  luk  bfilr 
Orn  Specification 


3Jun 

OVDMUTI 


orn  Buty  Position:  A12SM7 

MinUulM  Unrsion'. 


A  prompt  is  added  at  the 
bottom  of  the  screen,  as 
illustrated  by  the  screen  to 
the  left.  You  must  identify 
the  version  of  the  OPTR  you 
want  printed. 


Seine..  (SlUeierJ  OPTO.  (L) let,  Intar  (tMialiulinl  OPT*  7  L 


The  version  for  each  OPTR  is  provided  on  the  OPTR  Listing.  You  may  review  the 
listing  on  line,  or  you  may  have  already  printed  the  listing  (Steps  4-6).  Remember,  there  are 
two  versions  of  OPTRs:  Standard  and  Individualized. 

o  A  Standard  version  OPTR  represents  a  position  where  all  persons  occupying  the 
position  are  required  to  perform  the  same  tasks  and  complete  the  same  courses. 
"STD"  is  the  code  which  designates  a  standard  version  OPTR. 

o  Individualized  versions  of  an  OPTR  represent  a  position  occupied  by  more  than 
one  person,  where  different  tasks  or  courses  are  required  by  the  individuals 
occupying  the  position.  The  "individualized  versions"  of  an  OPTR  enable  you  to 
tailor  the  duty  position  requirements  into  more  than  one  OPTR,  whereby  you  can 
specify  the  requirements  for  each  individual  occupying  the  position.  A  numeral 
(up  to  3  digits)  is  used  to  designate  an  individualized  version  OPTR. 

o  When  you  review,  print,  create,  delete  or  edit  an  OPTR,  you  must  specify  the 
version  of  the  OPTR  as  well  as  the  OPTR  ID. 

o  You  may  specify  the  version  by  selecting  the  Standard  OPTR  or  Individualized 
OPTR  option;  or  by  selecting  the  List  option  and  then  selecting  from  the  versions 
listed.  The  List  option  is  illustrated  at  the  next  step. 

If  you  select  the  Standard  OPTR  option,  instead  of  the  List  option, 
proceed  to  Step  13. 

If  you  select  the  Individualized  OPTR  option,  you  must  enter  the 
version  number  of  the  OPTR  for  which  you  desire  to  obtain  data; 
then,  proceed  to  Step  13. 


STEP  11: 


SELECT  THE  LIST  OPTION.  Enter  L  (or  I)  and  then  | 
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The  screen  you  are  now 
viewing  lists  the  versions 
existing  for  the  OPTR  ID 
you  specified  at  Step  10. 

You  may  print  data  for  only 
one  version  of  an  OPTR  at 
a  time. 


STEP  i2: 


SELECT  THE  OPTR  VERSION  FOR  WHICH  TO  PRINT  DATA.  Enter  the 
number  corresponding  to  the  desired  version  and  then  | 


Another  prompt  is  added  to 
the  screen,  to  identify  the 
Printer  ID  of  the  printer  at 
which  the  OPTR  data  is  to 
be  printed. 


STEP13: 


PRESS  (  return  )  OR  ENTER  A  PRINTER  ID.  Press C  return  I  to 
print  the  list  at  vour  AOTS  Workstation  printer  or  enter  a  valid  AOTS  Printer 
ID  and  press  1  return  1  to  print  the  list  at  another  designated  AOTS  Work¬ 
station  printer.  (You  may  obtain  a  list  of  AOTS  Printer  IDs  by  calling  the 
AOTS  hotline.) 


A  prompt  will  appear  on  the  screen,  indicating  that  the  print  output  is  being  generated. 
The  printer  begins  to  print  the  output  once  the  prompt  on  the  screen  disappears  from  view. 
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n  j*< 

8V  OPT*  0125047-STD  tor  Bllxx  Security  Police  Pa«e  2 

Instil  let  ion  Entry  Control ler/ Insist  lit ton  Patrol 

i  ,  i. 

<  IHNIVtl 

MNiNiri  rosi  cm  ix*. 

IMMlI  *1 

•  ••NMHI  ICIItll  II  KI1  ItfAIHINi,  1M  I'lHMNNII 

NAM  ININIISIMAI  MJRMS  IV.V/11/IJ  (SIAIIMNl  III  WIlNtSS) 

f  lOUB 

make  ENTRIES  ON  Af  FORMS  1364  (CONSENT  £0*  SEARCH  AMO  SEIZURE) 

£00183 

MAKE  ENTRIES  ON  AF  FORMS  1668  (FtClO  INTERVIEW) 

£00193 

HAKE  ENTRIES  ON  Af  FORMS  497  (AIR  FORCE  POLICY  STATEMENT  - f IRE ARMS 

SAFETY  AND  USE  OF  fORCE) 

£00198 

HAJCE  ENTRIES  ON  Af  FORMS  629  (SMALL  ARMS  NANO  RECEIPT) 

C 00227 

TYPE  CORRESPONDENCE  IN  ORAfT  FORM 

£00228 

TYPE  CORRESPONDENCE  IN  FINAL  FORMAT 

£00233 

ADMINISTER  FIRST  AIO  TO  PERSONNEL.  OTHER  THAN  NUCLEAR  BIOLOGICAL  OR 

CHEMICAL  (NBC)  OR  COMBAT  FIRST  AID 

£00237 

BRIEF  POST  RELIEF 

£00240 

CONDUCT  BUILDING  SECURITY  CHECKS 

10-12-11 

£00272 

ESCORT  PRISONERS 

The  printout  illustrated  at 
the  left  shows'  how  data 
appears  for  an  OPTR  when 
printed. 


The  following  information  explains  the  data  printed  for  an  OPTR: 


o  The  OPTR  ID  and  version  number  are  contained  in  the  title  of  the  printout,  as 
well  as  the  Air  Force  Speciality  which  applies.  The  OPTR  title  is  contained  in 
the  subtitle  of  the  printout. 

o  Each  task  performed  by  the  individual(s)  occupying  the  position  is  listed  (by 
Task  ID  and  Task  Statement). 

o  Each  course  required  to  be  completed  by  the  individual(s)  occupying  the  position 
is  listed  (by  Course  Id  and  Course  Title). 


fgP  STEP  14: 


REVIEW  THE  OPTR  DATA  TO  DETERMINE  WHETHER  OR  NOT  THE 
OPTR  IS  SUFFICIENTLY  TAILORED  TO  THE  INDIVIDUAL 


If  the  individual  is  required  to  perform  most  of  the  tasks  and  complete  most  of  the 
courses  listed  for  the  OPTR,  you  will  not  need  to  create  a  new  OPTR. 


o  However,  if  the  individual  is  required  to  perform  tasks  or  complete  courses  which 
are  considerably  different  from  those  listed  in  the  OPTR,  you  will  need  to  review 
other  versions  of  the  OPTR.  To  review  another  version  of  the  OPTR,  you  must 
repeat  Steps  8-14. 

o  If  no  other  versions  of  the  OPTR  exist,  or  if  the  other  versions  are  not  sufficiently 
tailored  for  the  individual,  you  must  create  a  new  (individualized  version)  OPTR. 
The  remaining  portion  of  this  section  explains  how  you  create  a  new  OPTR. 
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TO  CREATE  A  NEW  OPTR 


Steps  1  •  14  explained  how  to  determine  whether  or  not  an  OPTR  exists  for  an  individual’s 
duty  position.  When  an  OPTR  does  not  exist  for  a  duty  position,  or  when  the  existing 
OPTR(s)  is  not  sufficiently  tailored  for  an  individual,  you  must  create  a  new  OPTR. 

To  create  a  new  OPTR,  you  will: 

o  Copy  data  from  an  existing  OPTR  and  then  edit  the  data  for  the  new  OPTR,  or 
o  Copy  data  from  an  existing  GPTR  and  then  edit  the  data  for  the  new  OPTR,  or 
o  Update  all  data  for  the  OPTR. 


Steps  4-7  explain  how  to  print  and  review  a  listing  of  all  OPTRs  for  an  Air  Force 
Specialty. 


or  step  is: 


REVIEW  THE  OPTR  UST  TO  DETERMINE  THE  OPTR(S)  FROM  WHICH 
YOU  MAY  COPY  DATA  TO  CREATE  A  NEW  OPTR. 


Review  the  OPTR  IDs  and  OPTR  Titles,  and  isolate  those  OPTRs  which  may  contain 
the  data  you  need.  For  example:  If  an  OPTR  ID  does  not  exist  which  matches  the  duty 
position  number  of  the  position,  you  would  review  the  list  to  identify  an  OPTR  with  the 
same  (or  similar)  duty  title;  If  an  OPTR  ID  does  match  a  duty  position  number,  you  would 
review  the  list  to  identify  the  different  versions  of  the  OPTR. 


o  If  you  identify  one  or  more  OPTRs,  proceed  to  Step  16. 

o  If  you  did  not  identify  an  OPTR  from  the  list,  proceed  to  the  information 

following  Step  16. 


QT  STEP  16: 


REVIEW  THE  SPECIFIC  OPTR(S)  TO  DECIDE  WHETHER  OR  NOT  THE 
TASKS  AND  COURSES  ARE  SIMILAR  TO  THOSE  WHICH  APPLY  TO 
THE  NEW  OPTR. 


Steps  8-14  explain  how  to  print  a  single  OPTR. 

o  If  you  determine  that  an  OPTR  has  sufficient  data  which  can  be  copied  to  create 
the  new  OPTR,  proceed  to  Step  27. 

o  If  you  determine  that  no  OPTR  exists  from  which  you  can  copy  data  to  create 
the  new  OPTR,  proceed  to  the  following  information  and  Step  17. 
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When  OPTR  data  is  not 
available  for  creating  a  new 
OPTR,  you  may  be  able  to 
copy  data  from  a  GPTR  to 
create  the  new  OPTR.  GPTR 
data  may  be  used  as  a 
baseline  for  OPTR  data. 
Steps  17-26  explain  how  to 
access  and  review  GPTR 
data. 


STEP  17: 


SELECT  THE  REVIEW  GPTR#  OPTION.  Enter  5  and  then  press 

(  RETURN  ) 


HCTU6.M1 

1.4 

Generic  Poe  It  ion  Teek  bfiliaeiii)  (SPUD  Utter 

Hein  flees 

3  Jan  83 

i.  iierUji  a  era 

Z.  Print  a  fffl 

3.  Print  GPT1  Lirtinf 

f.  Gait  This  Hew 

Select  Option:  3 

10-12*13 

The  screen  illustrated  at  the 
left  is  the  GPTR  Main  Menu. 
You  should  first  review  the 
listing  of  all  GPTRs  existing 
for  the  Air  Force  Specialty. 
You  may  review  the  GPTR 
Listing  on  line  or  you  may 
print  the  listing  to  review  it 
(print  is  illustrated). 


STEP  18: 


SELECT  THE  PRINT  GPTR  LISTING  OPTION.  Enter  3  and  then  press 

I  RETURN  ) 
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A  prompt  is  added  to  the 
bottom  of  the  screen,  for  you 
to  identify  the  Printer  ID  at 
which  you  want  the  GPTR 
Listing  printed. 


STEP  19: 


PRESS  t  return  1  OR  ENTER  A  PRINTER  ID.  Press  (  return  1  to 
print  the  list  at  vour  AOTS  Workstation  printer;  or  enter  a  valid  AOTS  Printer 
ID  and  press  I  return  ]  to  print  the  list  at  another  designated  AOTS 
Workstation  printer.  (You  may  obtain  a  list  of  AOTS  Printer  IDs  by  calling 
the  AOTS  hotline.) 


A  prompt  is  displayed  on  the  screen,  advising  you  that  the  printed  listing  is  being 
generated.  Once  the  prompt  disappears  from  the  screen,  you  may  obtain  the  printout  from 
the  designated  printer. 


An  example  of  a  GPTR 
Listing  printout  is  provided 
at  the  left. 


Before  the  AOTS  was  available  within  the  workcenters,  members  of  the  1ST  updated 
GPTRs  into  the  system.  Each  GPTR  is  identified  by: 

o  A  three  digit  numeric  code  (e.g.,  001,  185,  and  686), 

o  The  type  of  duties  performed  in  the  position  (i.e.  Supervisory,  Technician,  Both 
or  Other),  and 
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A  title  (e.g..  Law  Enforcement  Patrolman,  Flight  Chief). 

STEP  20:  REVIEW  THE  LISTING  TO  IDENTIFY  WHETHER  OR  NOT  A  GPTR 

EXISTS  FOR  THE  TYPE  OF  DUTY  POSITION  YOU  ARE  CREATING. 


If  a  GPTR  title  exists  which  resembles  the  type  of  duties  the  individual  performs  in 
his/her  duty  position,  you  should  review  the  GPTR,  therefore,  proceed  to  Step  21.  By 
reviewing  the  GPTR,  you  can  then  determine  whether  or  not  you  can  create  the  new  OPTR 
by  copying  data  from  the  GPTR. 

o  If  a  GPTR  does  not  exist  for  the  type  of  duties  performed  by  the  individual, 
proceed  to  Step  26. 


HCTH6.M1  Generic  to  it  ion  Task  toll  indents  (CPTS)  Utter  3  Ju  H 

1.4  Hale  Hew 


1.  Her  lev  a  CPIS 

2.  Print  a  CPIS 

3.  Print  GPTS  Meting 

f.  Gait  Thin  Hnau 


Select  Option:  2_ 


10-12-16 


Steps  21-25  provide  proce¬ 
dures  for  printing  and 
reviewing  a  single  GPTR. 


STEP21: 


SELECT  THE  PRINT  A  GPTR  OPTION.  Enter  2  and  then  press 

1  RETURN  .J. 


The  GPTR  Specification 
screen  is  now  in  view.  Here, 
you  specify  the  GPTR  ID  f or 
which  you  want  to  print 
data. 

You  may  enter  the  GPTR  ID; 
or,  you  may  list  the  GPTRs 
and  then  select  the  specific 
GPTR  to  be  printed.  The  list 
option  is  illustrated  next. 
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STEP  22:  PRESS  LREXIIRNJ  TO  LIST  THE  GPTRs. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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The  list  contains  the  GPTR 
ID  and  Title  for  all  GPTRs 
existing  for  the  Air  Force 
Specialty. 


u 


STEP  23: 


SELECT  THE  GPTR  TO  BE  PRINTED. 

the  desire  GPTR  and  then 


Enter  the  number  corresponding  to 


A  prompt  is  added  at  the 
bottom  of  the  screen,  as 
illustrated  at  the  left. 


STEP  24: 


PRESS  I  return  )  OR  ENTER  A  PRINTER  ID.  Press  1  RETURN  J  to 
print  the  list  at  vour  AOTS  Workstation  printer,  or  enter  a  valid  AOTS  Printer 
ID  and  press  1  rfturn  )  to  print  the  list  at  another  designated  AOTS  Work¬ 
station  printer.  (You  may  obtain  a  list  of  AOTS  Printer  IDs  by  calling  the 
AOTS  hotline.) 


A  prompt  will  appear  advising  you  that  the  GPTR  print  is  being  generated. 
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REVIEW  THE  GPTR  DATA  TO  DECIDE  WHETHER  OR  NOT  THE  TASKS 
ARE  SIMILAR  TO  THOSE  WHICH  APPLY  TO  THE  NEW  OPTR. 


If  a  GPTR  contains  tasks  which  can  be  used  as  a  baseline  for  the  new  OPTR,  you  will 
copy  the  GPTR  as  part  of  the  process  when  creating  the  OPTR.  If  a  GPTR  does  not  contain 
data  which  can  be  used  as  a  baseline  for  the  new  OPTR,  you  must  update  all  data  for  the 
new  OPTR. 


o  Repeat  Steps  21  -  25  if  you  wish  to  print  another  GPTR  to  review. 


STEP  26: 


SELECT  THE  QUIT  OPTION  FROM  THE  GPTR  MAIN  MENU.  Enter  Q  (or 
q)  and  then  press (  return  i 


To  create  a  new  OPTR,  you 
must  select  the  first  option 
on  the  OPTR  Editor  Main 
Menu  (illustrated  to  the  lef  t). 


STEP  27: 


SELECT  THE  CREATE  A  NEW  OPTR  OPTION.  Enter  1  and  then  press 

l  RETURN  J. 
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The  OPTR  Specification 
screen  is  where  you  specify 
the  OPTR  ID  and  version  f  or 
the  new  OPTR. 


STEP  28: 


ENTER  THE  OPTR  ID.  Enter  the  seven  digit  duty  position  number  for 
which  the  OPTR  applies  and  then  | 


The  prompt  at  the  bottom  of 
the  screen  changes,  for  you 
to  specify  the  version  of  the 
new  OPTR. 


You  will  select  the  Standard  OPTR  option  if: 

o  the  position  is  occupied  by  one  individual,  or 

o  all  individuals  occupying  the  position  perform  the  same  tasks  and  complete  the 
same  courses. 

You  will  select  the  Individualized  OPTR  option  if: 

o  the  duty  position  is  occupied  by  more  than  one  individual  and  separate  versions 
of  the  OPTR  are  necessary  to  identify  differences  in  the  tasks  performed  and 
courses  completed  by  the  individuals  occupying  the  position. 

When  an  OPTR  is  a  standard  version  OPTR,  the  version  is  represented  by  the  code 
"STD."  When  an  OPTR  is  an  individualized  version  OPTR,  the  version  is  represented  by  a 
three  digit  numeral  (e.g.,  001,  002). 
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tUP  STEP  29: 


SELECT  THE  STANDARD  OR  INDIVIDUALIZED  OPTR  OPTION  Fntar 

(or  s)  and  press  LazxiIBiJj;  or  enter  I  foriil^nT^c 

then  enter  a  version  number.  (Standard  version  hks  been  illustrated.)  ^ 


the  remainder  of  this  page  left  blank 


intentionally. 
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HCTB8? . 183  OmtloHl  roaltion  Task  hvlnwnts  3  Jan  89 

l.S  Create  Options 


1.  Create  by  cepyiay  an  misting  OPW 

2.  Create  by  copy lay  a  CPTP 

3.  Create  by  aatarlny  a  coop  late  OPT* 

y.  Qsit  Tkia  Naan 


Select  Option:  _ 


10-12-23 


The  OPTR  Create  Options 
screen  is  illustrated  to  the 
left.  It  is  at  this  point  where 
you  identify  how  you  want 
to  update  the  data  for  the 
OPTR. 


If  you  previously  determined  that  data  from  an  existing  OPTR  closely  resembles  the 
tasks  and  courses  required  for  the  new  OPTR,  you  will  select  the  first  option  on  this  screen. 
You  will  then  see  screens  and  prompts  which  enable  you  to  specify  the  OPTR  to  be  copied 
(you  will  enter  the  OPTR  ID  and  version  code). 


If  you  previously  determined  that  data  from  an  existing  GPTR  closely  resembles  the 
tasks  required  for  the  new  OPTR,  you  will  select  the  second  option  on  this  screen.  You  will 
then  see  screens  and  prompts  which  enable  you  to  specify  the  GPTR  to  be  copied. 


If  you  previously  determined  that  data  must  be  entirely  entered  for  the  OPTR  (because 
data  can  neither  be  copied  from  an  OPTR  nor  a  GPTR),  you  will  select  the  third  option. 


CF 


STEP  30:  SELECT  THE  OPTION  CORRESPONDING  TO  HOW  YOU  WILL  ENTER 

THE  DATA  FOR  THE  OPTR.  Enter  1 ,  2  or  3  and  then  | 


If  you  selected  option  1  or  2,  provide  the  identification  data  for  the  OPTR  or  GPTR 
to  be  copied  (screens  and  prompts  you  will  see  are  not  illustrated). 


131 


AOTS  User’s  Handbook 


DRAFT 


The  screen  illustrated  to  the 
left  reflects  the  OPTR 
Identification  data  for  the 
new  OPTR. 

The  OPTR  ID  and  version 
are  identified  in  the  subtitle 
of  the  screen.  The  OPTR 
Title  is  identified  at  Data 
Field  1. 


If  you  copied  an  OPTR  or  GPTR,  the  title  of  the  copied  OPTR/GPTR  is  reflected.  If 
you  did  not  copy  an  OPTR  or  GPTR,  no  OPTR  title  is  reflected  on  this  screen.  An  OPTR 
title  should  be  the  same  as  the  duty  title  of  the  individual(s)  who  occupies  the  duty  position. 


If  you  need  to  change  the  OPTR  title,  proceed  to  Step  31.  If  the  OPTR  title  reflected 
on  the  screen  is  correct  for  the  new  OPTR,  skip  Step  31  and  proceed  to  Step  32. 


ENTER  THE  OPTR  TITLE  FOR  THE  OPTR  BEING  CREATED.  Enter  1  (for 
field  number  one)  and  then  press  i  retitrnI  ;  then  enter  the  title  and  then 

press  t  return  ) .  (Note:  You  may  have  to  toggle  the  INSERT/OVER- _ 

WRITE  mode  when  entering  the  duty  tide.  This  js  done  by  pressing  the  luas) 
key  on  the  KEYPAD,  so  that  the  word  OVERWRITE  appears  in  yellow  at  the 
top  right  comer  of  your  screen.) 


or  step 


QUIT  THE  POSITION  TITLE  SCREEN.  Enter  Q  for  q)  and  then  press 


jntjijjTtgf 
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The  OPTR  Data  Selection 
menu  is  now  in  view  (illus¬ 
trated  to  the  left). 

The  options  appearing  on 
this  screen  identify  the 
different  data  which  are 
entered  and  stored  for  an 
OPTR. 


STEP  33: 


SELECT  THE  AFS  TASK  TRAINING  REQUIREMENTS  OPTION.  Enter  2 
and  then 


The  screen  now  reflects  a  list 
of  Task  IDs  and  task  state¬ 
ments  which  apply  to  the 
tasks  performed  in  this 
position. 

If  an  OPTR  or  GPTR  had 
been  copied,  the  tasks  you 
see  are  those  that  were  listed 
for  the  OPTR/GPTR  which 
had  been  copied.  If  an  OPTR 
or  GPTR  had  not  been 
copied  to  create  this  OPTR, 
you  will  not  see  task  data  on 
the  screen. 


The  prompt  at  the  bottom  of  the  screen  contains  options  for  changing  or  specifying 
tasks  for  the  OPTR,  and  for  determining  the  order  the  tasks  should  be  listed.  Depending 
on  how  many  changes  are  required,  you  may  need  to  repeat  options  more  than  once. 
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o  You  must  delete  each  task  that  is  not  performed  by  the  individual(s)  occupying 
the  position.  To  delete  a  task:  select  the  Delete  option  (enter  D  or  d  and  press 
[  return  i);  then,  enter  the  data  field  number  corresponding  to  the  task  to  be 
deleted  and  press  C  return  ).  A  prompt  is  displayed,  to  verify  that  you  want  the 
item  deleted;  if  you  enter  Y  (yes),  the  task  is  deleted  and  all  data  after  the  task 
are  moved  up  one  field  on  the  screen;  if  you  enter  N  (no),  the  deletion  is  ignored. 


o  You  must  add  each  task  that  is  performed  by  the  individual(s)  occupying  the 
position.  You  will  need  to  review  the  Master  Task  List  (MTL)  to  determine  the 
Task  IDs  which  are  defined  for  the  Air  Force  Specialty.  (A  printout  of  Task  IDs 
and  task  statements  for  the  MTL  should  be  available  at  the  workstation  -  if  not, 
call  the  AOTS  hotline.)  You  cannot  determine  the  Task  IDs  that  apply  to  the 
OPTR  unless  you  have  access  to  all  Task  IDs  for  the  AFS.  To  add  a  task,  you 
can  select  one  of  two  options  on  the  screen: 


The  Add  to  End  option  enables  you  to  add  one  or  more  Task  IDs  to 
the  end  of  the  list.  Enter  A  (or  a)  and  press  i  return  i;  then  enter  the 
Task  ID  to  be  added  and  press  (  return  i  You  may  continue  adding 
Task  IDs,  one  at  a  time.  Once  you  press  return  twice  in  a  row  (as  a 
prompt  will  indicate  on  the  screen),  the  Add  to  End  option  is  dis¬ 
continued  and  the  original  prompt  is  returned  to  the  screen. 


The  Insert  option  enables  you  to  insert  one  or  more  Task  IDs  anywhere 
on  the  list.  Enter  I  (or  i)  and  press  [  return  i;  then  enter  the  Task  ID 
to  be  added  and  press  lreturnj.  You  may  continue  to  insert  Task  IDs, 
one  at  a  time.  Once  you  press  t  return  i  twice  in  a  row  (as  the  prompt 
indicates),  the  Insert  option  is  discontinued  and  the  original  prompt 
is  returned  to  the  screen. 


o  You  must  rank-order  the  tasks  listed  for  the  OPTR.  The  AOTS  has  a  built  in 
rank-ordering  scheme  which  you  should  employ,  by  selecting  the  Reprioritize 
option  (enter  R  or  r  and  press  1  fennw  ]).  Based  on  a  variety  of  task  factors 
(percent  performed,  task  difficulty,  etc.)  stored  for  each  task,  the  system  rank- 
orders  the  tasks  and  lists  them  by  priority.  You  are  also  able  to  manually  order 
tasks  by  selecting  the  Order  Manually  option  and  entering  data  as  required  by 
the  prompts  which  appear  on  the  screen. 


STEP  34: 


MODIFY  THE  UST  OF  TASKS  FOR  THE  OPTR,  AS  NECESSARY.  Infor¬ 
mation  has  been  provided  above,  which  explains  how  you  should  modify 
the  data  to  reflect  only  those  tasks  which  apply  to  the  OPTR  being  created; 
and  how  to  rank-order  the  tasks. 


STEP  35: 


QUIT  THE  OPTR  TASK  SELECTION  AND  PRIORITY  SCREEN.  Enter  Q 
(or  q)  and  then  press  f  return  1. 


134 


DRAFT 


AOTS  User’s  Handbook 


The  OPTR  Data  Selection 
Menu  returns  to  view  (as 
illustrated  to  the  left). 

Once  you  have  defined  the 
AFS  tasks  which  apply  to  the 
OPTR,  you  then  must  define 
any  local  or  new  tasks  which 
apply  to  the  OPTR. 


STEPM: 


SELECT  THE  ADD  LOCAL/NEW  AFS  TASK  REQUIREMENTS  OPTION. 
Enter  3  and  then  press  LR£TURN  J. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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The  list  of  Task  IDs  and 
statements  for  the  OPTR 
appears. 


You  will  need  to  obtain  a  list  of  Task  IDs  an  the  list  of  Task  IDs  and  task  statements 
which  make  up  the  Local-New  Task  List  for  the  Air  Force  Specialty.  This  list  should  be 
available  at  the  AOTS  Workstation;  if  not,  call  the  AOTS  hotline. 


o  Review  the  list  to  determine  if  one  or  more  local/new  tasks  should  be  added  to 
the  OPTR.  If  you  need  to  add  a  task,  you  can  add  it  at  the  end  or  insert  it 
anywhere  on  the  list.  If  you  add  one  or  more  tasks,  you  may  also  want  to  have 
the  system  reprioritize  the  tasks  for  the  OPTR  (select  the  reprioritize  option). 
The  Add  to  End,  Insert,  and  Reprioritize  options  are  the  same  options  explained 
between  Steps  33  and  34. 


g'  STEP  37:  MODIFY  THE  TASKS  FOR  THE  OPTR,  IF  NECESSARY. 


STEP  38: 


QUIT  THE  OPTR  TASKS  SELECTION  AND  PRIORITY  SCREEN.  Enter  Q 
(or  q)  and  then  press  f  return  ). 
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The  last  option  on  the  OPTR 
Data  Selection  Menu  applies 
to  the  Other  Training 
Requirements  (OTRs)  which 
apply  to  the  duty  position. 

Other  training  require¬ 
ments,  with  respect  to  an 
OPTR,  includes: 

(1)  Ancillary  Courses; 

(2)  Additional  Duty 
Courses; 

(3)  Contingency  Tasks;  and 

(4)  ECI/CDC  courses. 


STEP39: 


SELECT  THE  OTHER  TRAINING  REQUIREMENTS  OPTION.  Enter  a  4 
and  then  press  r  return  i  . 


If  you  copied  an  OPTR  to 
create  this  OPTR,  you  may 
see  OTR  data  on  the  screen. 
OTR  data  includes  Course 
IDs  and  Course  Titles  for 
Ancillary,  Additional  Duty 
and  ECI/CDC  courses,  and 
Task  IDs  and  task  statements 
for  Contingency  Tasks. 

The  screen  will  not  reflect 
data  if  you  did  not  copy  an 
OPTR,  or  if  the  OPTR  you 
copied  did  not  contain  OTR 
data. 


If  a  course/task  is  listed  which  does  not  apply  to  the  OPTR  being  created,  you  must 
delete  the  OTR  from  the  list.  To  delete  an  OTR,  select  the  Delete  option  (enter  D  or  d  and 
press  [  return  j);  then,  enter  the  data  field  number  corresponding  to  the  OTR  to  be  deleted 
and  press  C  return  j. 

You  then  must  determine  the  OTRs  which  should  be  added  to  the  OPTR.  You  must 
have  access  to  the  OTR  lists  which  are  available  from  the  system.  You  cannot  determine 
the  OTRs  which  should  be  listed  for  this  OPTR,  unless  you  review  all  the  OTRs  which  exist 
(OTR  data  is  not  sorted  by  Air  Force  Specialty).  The  OTR  Lists  should  be  available  at  the 
AOTS  workstation;  if  not,  call  the  AOTS  hotline.  There  are  two  ways  in  which  you  add  one 
or  more  OTRs  to  the  OPTR: 
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o  Select  the  Insert  option  (enter  I  or  i  and  press  i  return  i);  enter  the  data  field 
number  to  identify  where  the  OTR  data  is  to  be  listed,  and  press  i  return  i;  enter 
the  code  representing  the  type  of  OTR  (a  legend  is  provided  in  a  prompt  which 
lists  the  codes),  and  press  return;  then,  enter  the  OTR  ID  of  the  OTR  to  be  added, 
and  press  (  return  i 

-  OR  - 

o  Select  the  Add  to  End  option  (enter  A  or  a  and  press  (  return  i);  enter  the  code 
representing  the  type  of  OTR  (a  legend  is  provided  in  a  prompt)  and  press  CESuffiSD; 
then,  enter  the  OTR  ID  of  the  OTR  to  be  added,  and  press  [  return  i 


STEP  40: 


0^ 


STEP  41: 


MODIFY  THE  OTHER  TRAINING  REQUIREMENTS  FOR  THE  OPTR,  IF 
NECESSARY.  The  procedures  have  been  explained  above.  No  other 
screens/prompts/options  are  provided  for  illustration. 


QUIT  THE  OPTR  OTHER  TRAINING  REQUIREMENTS  SCREEN.  Enter  Q 
and  then i 


The  OPTR  Data  Selection 
Menu  reappears  '•n  the 
screen  (as  illustrated  at  the 
left). 

You  have  completed  the 
creation  of  the  new  OPTR  at 
this  point.  Next,  you  should 
print  the  OPTR  and  review 
the  data  for  accuracy. 


STEP  42: 


QUIT  THE  OPTR  DATA  SELECTION  SCREEN.  Enter  Q  (or  q)  and  then 
press (  RETURN  I 


To  print  the  newly  created  OPTR,  repeat  Steps  8  through  13.  If  data  is  incorrect,  you 
must  then  edit  the  OPTR  to  correct  the  invalid  data. 


o  To  edit  the  OPTR,  you  will  need  to  select  the  Edit  an  OPTR  option  from  the 
OPTR  Main  Menu  (this  is  Option  2  on  the  menu).  You  will  then  enter  the  OPTR 
ID  and  version,  after  which  the  OPTR  Data  Selection  Menu  is  displayed.  Steps 
33  through  42  provide  the  procedures  you  must  follow  when  editing  the  OPTR. 
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LAST  STEP 


Select  the  Quit  option  (enter  Q  and  press  return)  enough  times  to  return  to  the  AOTS 
Primary  Access  Menu.  At  that  point,  you  may  quit  the  menu  and  log  off  the  system,  or  you 
may  perform  another  AOTS  function. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 


AOTS  User’s  Handbook 


DRAFT 


10.13  Perform  Qualification  Assessment  (Training  Needs  Diagnosis) 


The  Qualification  Assessment  process  enables  you,  as  a  Supervisor,  to  match  individuals 
on  your  supervision  list  against  position  training  requirements.  Based  on  this  matching  you 
can  readily: 


o  determine  which  airmen  on  your  supervision  list  are  most  nearly  position  qualified 
for  each  of  the  duty  positions  you  supervise; 


o  compare  the  qualifications  of  various  airmen  on  one  or  more  positions; 


o  identify  the  AFS  Tasks  and  Other  Training  Requirements  (OTR)  on  which  each 
airman  who  is  assessed  on  a  position  needs  to  be  trained  to  become  fully  position 
qualified; 


o  make  duty  assignments  that  will  require  the  least  amount  of  training  to  ensure 
that  all  positions  are  covered  by  position  qualified  personnel; 


o  determine  the  number  of  tasks  on  which  airmen  under  you  need  to  be  trained; 


This  section  of  the  AOTS  User’ s  Handbook  details  the  steps  required  to  perform 
Qualification  Assessments  against  AFS  duty  positions  on  the  airmen  assigned  to  you  for 
supervision. 
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Qualification  Assessment  is 
a  function  performed  within 
the  Training  Management 
component  of  the  AOTS.  This 
component  is  accessed  via 
Option  2  on  the  AOTS  Pri¬ 
mary  Access  Menu  (illus¬ 
trated  at  the  left). 


STEP  1: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  a  2  and  then 


If  you  arc  authorized  to 
access  data  for  more  than 
one  AFS  you  will  see  the 
screen  illustrated  to  the  left. 
The  AFS  you  select  must  be 
the  same  as  the  AFS  for  the 
position  or  person  for  which 
you  are  performing  the 
qualification  assessment 
process. 

If  the  individuals  listed  on 
your  Supervision  List  have 
the  same  CAFSC,  your  access 
to  data  is  restricted  to  that 
AFS.  Theref  ore,  you  will  not 
see  the  AFS  Selection  screen 
nor  will  you  perform  Step  2. 


GT STEP2: 


SELECT  THE  AFS. 
and  then 


Enter  the  number  corresponding  to  the  desired  AFS 
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As  you  can  see,  the  Training 
Management  screen  contains 
an  option  titled  Qualifica¬ 
tion  Assessment. 


CF 


STEP  3: 


SELECT  THE  QUALIFICATION  ASSESSMENT  OPTION.  Enter  4  and  then 


The  screen  illustrated  to  the 
left  co  tains  options  which 
enable  you  to:  (1)  assess  the 
qualifications  of  one  or  more 
persons  against  a  specific 
duty  position  (Option  1);  (2) 
assess  the  qualifications  of 
one  individual  against  one  or 
more  duty  positions,  (Option 
2);  and  (3)  review  OPTR  data 
(Option  3). 


The  remainder  of  this  section  is  organized  in  two  parts:  Part  A  covers  qualification 
assessment  by  position;  Part  B  covers  qualification  assessment  by  airman.  (Ortion  3  is  not 
covered  in  this  section.  Section  10-12  of  this  handbook  provides  you  with  procedures  for 
reviewing  OPTR  data.) 

o  The  two  assessment  modes  are  similar  but  enable  you  to  accomplish  different 
functions. 
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o  Either  mode  permits  you  to  assess  the  qualifications  of  one  airman  against  one 
position.  If  you  are  performing  a  qualification  assessment  for  one  individual, 
you  may  refer  to  the  instructions  provided  in  either  Part  A  or  Part  B  of  this 
section. 


o  Either  mode  enables  you  to  assign  an  individual  against  a  duty  position;  whereby 
the  person’s  individual  training  requirements  (ITR)  are  automatically  established 
and  updated  in  his/her  ATR.  Once  established,  you  are  then  able  to  revise  the 
ITR  data  as  necessary. 

o  If  you  want  to  compare  two  or  more  airmen  against  one  position,  you  must  refer 
to  Part  A  of  this  section.  This  assessment  mode  enables  you  to  compare  the 
amount  of  training  that  each  airmen  would  need  to  qualify  for  the  same  duty 
position. 

o  If  you  want  to  assess  an  individual  against  two  or  more  positions,  you  must  refer 
to  Part  B  of  this  section.  This  assessment  mode  enables  you  to  assess  the  amount 
of  training  the  airman  would  need  to  qualify  for  each  duty  position. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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PART  A  -  QUALIFICATION  ASSESSMENT  BY  POSITION 


This  part  of  the  Qualifica¬ 
tion  Assessment  procedures 
explains  how  you  assess  the 
qualifications  of  one  or  more 
individuals  against  a  spe¬ 
cific  duty  position. 


STEP4: 


SELECT  THE  BY  POSITION  OPTION.  Enter  a  1  and  then 


press 


The  OPTR  Specification 
screen  is  used  to  specif y  the 
OPTR  ID  and  version  for  the 
position  which  you  will  use 
during  the  assessment  pro¬ 
cess. 


or  step!: 


ENTER  THE  OPTR  ID  THAT  APPLIES  TO  THE  POSITION  FOR  WHICH 
YOU  WILL  ASSESS  THE  QUALIFICATIONS  OF  ONE  OR  MORE  INDIVID¬ 
UALS.  Enter  the  seven  digit  OPTR  ID  (which  is  the  same  as  the  duty  posi¬ 
tion  number)  and  press  (  returnI. 
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Inii«i*uliao4  Umioni 
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1013-7 


The  prompt  at  the  bottom  of 
the  screen  changes,  for  you 
to  specify  the  version  of  the 
OPTR. 

You  may  specify  the  version 
by  selecting  either  the 
Standard  or  Individualized 
OPTR  option;  or  you  may  list 
the  versions  and  then  select 
the  version  from  the  list. 
The  list  option  is  illustrated 
next. 


STEPS: 


SELECT  THE  UST  OPTION.  Enter  L  (or  I)  and  then 


The  list  of  versions  for  the 
OPTR  is  shown  on  this 
screen.  The  illustration  at 
the  left  provides  examples  of 
versions  for  an  OPTR. 

As  explained  in  Section 
10-12,  there  are  two  types  of 
OPTR  versions:  Standard 
and  Individualized.  The 
code  which  represents  a 
standard  OPTR  is  "STD";  the 
code  which  represents  an 
individualized  OPTR  is  a 
numeral  (up  to  three  digits). 


CF 


STEP  7: 


SELECT  THE  VERSION  OF  THE  OPTR.  Enter  the  data  field  number  corre¬ 
sponding  to  the  desired  version  and  then  | 
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The  subtitle  of  this  screen 
displays  the  ID  and  version 
of  the  OPTR  which  you 
selected. 

The  screen  also  lists  ALL  the 
airmen  who  have  been 
assigned  to  you  for  super¬ 
vision. 


The  prompt  at  the  bottom  of  the  screen  provides  four  options: 


o  (D)o  assessment  —  initiates  the  assessment  of  a  persons’  qualifications  against  the 
OPTR.  (The  certified  tasks  and  completed  courses  listed  in  the  individual’s 
training  history  are  matched  against  the  tasks  and  courses  which  comprise  the 
OPTR.) 


o  (R)eview  training  -  enables  you  to  review  a  person’s  ITR  once  the  person  is 
assessed  against  an  OPTR.  (If  you  select  this  option  before  assessing  the  individual 
against  a  position,  the  system  prompts  you  that  the  airman  has  no  ITR.) 


o  (A)ssign  —  assigns  a  person  to  the  position  identified  by  the  OPTR  ID  appearing 
in  the  sub-title  of  the  screen.  This  option  establishes  the  initial  data  for  the 
person’s  ITR. 


o  (Q)uit  --  quits  the  assessment  process  for  the  position. 


£^STEP.: 


INITIATE  THE  QUALIFICATION  ASSESSMENT  PROCESS.  Enter  D  (or  d) 
and  then  press (  return] . 
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The  system  prompts  you  to 
select  an  airman  to  be 
assessed. 


iW 


STEP  9 


SELECT  AN  AIRMAN  TO  ASSESS.  Enter  the  data  field  number  corre- 
sponding  to  the  airman  you  wish  to  assess  and  then  | 


The  prompt  at  the  bottom  of 
the  screen  changes  as  illus¬ 
trated  to  the  left.  It  takes 
only  a  few  seconds  for  the 
AOTS  to  perform  the  assess¬ 
ment. 
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When  the  assessment  is 
complete,  the  system  dis¬ 
plays  the  results  of  the 
assessment  (as  illustrated  to 
the  left). 

The  numbers  under  the  col¬ 
umns  at  the  right  side  of  the 
screen  identify  the  number 
of  tasks  for  which  the  person 
would  require  training,  as 
well  as  the  other  training 
requirements  (i.e..  Ancillary 
courses.  Additional  Duty 
courses.  Contingency  Tasks 
and  ECI/CDC  courses)  the 
airman  would  have  to  com¬ 
plete  to  be  qualified  for  the 
position.  ' 


If  you  desire  to  review  the  tasks  and  other  training  requirements  which  are  identified 
for  the  individual  by  the  assessment  process,  you  must  select  the  Review  Training  option. 
This  option  is  not  further  explained  nor  illustrated. 


If  you  desire  to  assign  the  individual  to  the  duty  position,  and  establish  his/her 
individual  training  requirements  (ITR),  proceed  to  Step  10. 


If  you  desire  to  assess  another  individual  against  the  same  position,  repeat  Steps  8  and 
9. 


If  you  desire  to  assess  the  qualifications  of  other  individuals  against  another  duty 
position: 


o  Select  the  quit  option  (enter  Q  or  q  and  press  (  returm  i). 
o  Repeat  Step  4  (i.e,  select  the  "By  Position"  option). 

o  A  screen  is  displayed  that  lists  the  OPTR  ID(s)  against  which  you  have  assessed 
individual’s  qualifications.  Select  the  "Include  Another  Position  In  List"  option 
(enter  I  and  press  (  return  i). 

o  Repeat  Steps  5  through  9. 
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When  you.  assign  an  indi¬ 
vidual  against  a  duty  posi¬ 
tion  using  the  AOTS,  the 
system  automatically 

establishes  the  person’s  1TR. 

Remember,  when  an  assess¬ 
ment  is  performed,  the  per¬ 
son’s  training  history  is 
matched  against  the  OPTR. 
When  an  assignment  is  per¬ 
formed,  the  tasks  for  which 
the  airman  is  not  certified, 
and  the  other  training 
requirements  for  which  the 
airman  has  not  completed, 
are  updated  to  the  person’s 
ITR. 


K  jp STEP  10: 


SELECT  THE  ASSIGN  OPTION.  Enter  A  (or  a)  and  then  press 
UaauRMJ. 


The  prompt  changes  at  the 
bottom  of  the  screen  (as 
illustrated  to  the  left),  to 
advise  you  to  select  the 
individual  you  wish  to 
assign  to  the  position. 


STEP  11 


SELECT  THE  INDIVIDUAL  TO  BE  ASSIGNED. 
sponding  to  the  individual  and  then  | 


Enter  the  number  corre- 
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The  prompt  changes  to 
reflect  that  the  individual’s 
training  requirements  are 
being  developed.  This  part 
of  the  process  takes  only  a 
few  seconds. 

Once  the  person’s  ITR  is 
developed,  you  are  provided 
with  a  prompt  asking  if  you 
wish  to  update  the  ITR. 


Many  times,  you  will  choose  to  update  the  person’s  ITR  at  the  time  you  assign  him/her 
to  the  position.  By  updating  the  person’s  ITR,  you  can: 


o  Add  tasks  which  the  person  performs  (which  are  not  listed  in  the  OPTR), 


o  Delete  tasks  which  the  person  does  not  perform  (which  are  listed  in  the  OPTR), 


o  Add  Ancillary  courses.  Additional  Duty  courses.  Contingency  Tasks  and  ECI/CDC 
courses,  which  are  required  by  the  individual  (which  are  not  listed  in  the  OPTR), 
and 


o  Add  PME  and  Formal  Training  courses  (these  types  of  courses  are  not  listed  in 
OPTRs). 


If  you  do  not  want  to  update  the  person’s  ITR  at  this  time,  respond  NO  to  the  prompt 
shown  on  the  screen  (enter  N  or  n  and  press  (  amnm  i).  Then,  quit  each  screen  (enter  Q  or 
q  and  press  [  hcrmw  ))  until  you  reach  the  AOTS  Primary  Access  Menu.  (At  a  later  time,  you 
can  refer  to  Section  10.8  for  procedures  for  reviewing  and  editing  the  ITR.) 


STEP  12: 


SELECT  THE  YES  OPTION.  10  UPDATE  THE  GENERATED  ITR.  Enter  Y 
(or  y)  and  then  press  l  RETURN  J . 
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Salad  Oft  ion: 


10-13-16 


The  screen  illustrated  to  the 
left  identifies  the  types  of 
training  requirements  which 
are  listed  in  a  person’s  ITR. 


STEP  13: 


REVIEW  AND  EDIT  THE  CONTENTS  OF  THE  ITR.  Select  each  option, 
one  at  a  time,  and  review/edit  the  individual's  requirements. 


The  screens,  prompts  and  options  you  will  see  are  not  illustrated  in  this  section.  You 
may  refer  to  Section  10.8  for  explanations  of  data  and  options  contained  in  an  ITR. 

The  following  information  should  be  considered  as  you  update  the  person’s  ITR: 

o  Ensure  the  person  requires  training  to  perform  each  task  listed  in  the  ITR. 

•  If  a  task  is  one  which  the  person  is  already  trained  and  certified  to 
perform,  you  must  certify  the  task.  (Section  10.  16  provides  procedures 
for  certifying  a  task.) 

If  a  task  is  listed  which  the  person  does  not  perform,  you  must  delete 
the  task  since  the  person  is  not  required  to  be  trained  on  tasks  the 
airman  is  not  required  to  perform. 

If  a  task  is  not  listed  for  which  the  person  is  required  to  perform  and 
for  which  the  airman  requires  training,  you  must  add  the  task. 

Once  the  correct  tasks  are  identified,  the  tasks  must  be  placed  in  order 
of  training  priority.  (You  can  select  the  order  option  and  move  one 
or  more  tasks  up  or  down  on  the  ITR.  The  ITR  operates  on  a  rank-order 
process  —  the  person  is  trained  on  the  tasks  listed  at  the  top  of  the 
list  before  the  airman  is  trained  on  the  tasks  appearing  at  the  bottom 
of  the  list.) 

o  Ensure  the  person  is  required  to  complete  each  Ancillary,  Additional  Duty,  and 
ECI/CDC  course  listed.  If  the  individual  is  not  required  to  complete  a  course, 
delete  it  from  the  ITR.  If  a  course  is  not  listed,  add  it  to  the  ITR. 


151 


AOTS  User’s  Handbook 


DRAFT 


O3 


Ensure  the  person  is  required  to  be  trained  on  the  Contingency  tasks  listed  in 
the  ITR.  It  the  individual  will  not  perform  a  task  while  assigned  to  the  duty 
position,  delete  the  task  from  the  ITR.  If  tasks  are  missing,  add  them. 

PME  and  Formal  Training  courses  are  not  listed  in  OPTRs,  therefore,  you  must 
update  these  types  of  training  requirements  into  the  person’s  ITR. 

STEP  14:  QUIT  THE  ITR  TYPE  SCREEN  ONCE  YOU  HAVE  FINISHED  REVIE- 

WING/UPDATING  THE  ITR  DATA  Enter  Q  (or  q)  and  then  press 
1  RETURN  J. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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The  Qualification  Assess¬ 
ment  Mode  Selection  screen 
is  displayed,  as  illustrated  at 
the  left. 

Now  that  the  person’s  ITR  is 
established,  you  (or  other 
designated  individuals)  may 
begin  to  schedule  and  con¬ 
duct  training  for  the  indi¬ 
vidual,  based  on  the 
requirements  identified  in 
his/her  ITR.  Refer  to  Sec¬ 
tion  10.14  for  procedures  for 
administering  training  when 
using  the  AOTS. 


LAST  STEP 


Continue  to  select  the  Quit  option  from  each  screen  (enter  Q  or  q  and  press  l  heium  )) 
as  many  times  as  necessary  to  the  AOTS  Primary  Access  Menu.  At  that  point  you  may  quit 
the  menu  and  log  off  the  system,  or  you  may  perform  another  AOTS  function. 
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PART  B  -  QUALIFICATION  ASSESSMENT  BY  AIRMAN 


This  part  of  the  Qualifica¬ 
tion  Assessment  procedures 
explains  how  you  assess  the 
qualifications  of  one  indi¬ 
vidual  against  one  or  more 
duty  positions. 


Of" STEP  15: 


SELECT  THE  ‘BY  AIRMAN*  OPTION.  Enter  a  2  and  then  press 
1  RETURN  J. 


The  name  of  each  airman 
appearing  on  your  Supervi¬ 
sion  List  is  displayed. 


CF3  STCP 


SELECT  THE  AIRMAN  TO  BE  ASSESSED.  Enter  the  date  Held  number 
corresponding  to  the  airman  you  wish  to  assess  and  then  press 
t  return") 
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If  you  had  performed  an 
assessment  using  procedures 
from  Part  A  of  this  section, 
you  will  see  the  screen 
illustrated  to  the  left. 

If  you  do  not  see  this  screen, 
proceed  to  Step  18. 


This  screen  allows  you  to  select  any  of  the  OPTR  IDs  listed;  or  include  other  OPTR 
IDs  on  the  list.  The  OPTR  ID  you  select  from  or  include  on  the  list  identifies  the  position 
which  the  individual  (selected  at  Step  16)  will  be  assessed  against. 


o  If  an  OPTR  ID  is  listed  corresponding  to  the  OPTR  you  desire  to  assess  the 
individual  against,  select  the  Do  Asses-ment  option  (enter  D  or  d  and  press 
(return  i)  Then,  select  the  OPTR  (enter  the  number  corresponding  to  the  desired 
OPTR  ID  and  press  [  return  i).  The  assessment  process  is  initiated  —  refer  to  the 
information  presented  after  Step  20,  for  an  explanation  of  the  data  resulting 
from  the  assessment  process. 


o  If  you  need  to  include  an  OPTR  on  the  list,  proceed  to  the  next  step. 


ii^r  step  i7: 


SELECT  THE  INCLUDE  IN  LIST  OPTION.  Enter  I  (or  i)  and  then  press 

(  RETURN  1. 
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The  OPTR  Specification 
screen  is  now  displayed,  for 
you  to  identify  the  OPTR  ID 
and  version  that  corresponds 
to  the  position  for  which  you 
will  assess  the  individual’s 
qualifications. 


STEP  18: 


ENTER  THE  OPTR  ID  THAT  APPLIES  TO  THE  POSITION  YOU  WILL 
ASSESS  THE  INDIVIDUAL  AGAINST.  Enter  the  seven  digit  OPTR  ID 
(which  is  the  same  as  the  duty  position  number)  and  then  press 

dmmSD. 


The  prompt  at  the  bottom  of 
the  screen  changes,  for  you 
to  specify  the  version  of  the 
OPTR. 

You  may  specify  the  version 
by  selecting  either  the 
Standard  OPTR  or  Individ¬ 
ualized  OPTR  option;  or  you 
may  list  the  versions  of  the 
OPTR  and  then  select  the 
version  from  the  list.  The 
list  option  is  illustrated  next. 


STEP  19: 


SELECT  THE  UST  OPTION.  Enter  L  (or  I)  and  then  press 
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NS  TOOT.  301 

1.5 


OftntlOMl  Position  T*mk  bttlmentt 
Un-iion  Silnrtion  lor  OPTO  012SM7— 01 


1.  STB  lwuiutlon  Intrv  Controlin/’InrUlUtlon  Patrol 

2.  001  INSTALLATION  FATOOUtAN 

3  .  002  INSTALLATION  PATMUMHAH 


Si  Inert  tin  OPTS  wnlon  wntW 


The  list  of  versions  for  the 
OPTR  is  shown  on  this 
screen.  The  illustration  at 
the  left  provides  examples  of 
versions  for  an  OPTR. 

As  explained  in  Section 
10.12,  there  are  two  types  of 
OPTR  versions:  Standard 
and  Individualized.  The 
code  which  represents  a 
standard  OPTR  is  "STD";  the 
code  which  represents  an 
individualized  OPTR  is  a 
numeral  (up  to  three  digits). 


Iki  <nnor>  tm*m,  or  <(brtnr  tflnli 


r > ,  <q>  quit)  1  <rutujrm>)  3 


STEP  20: 


SELECT  THE  VERSION  OF  THE  OPTR.  Enter  the  data  field  number  corre¬ 
sponding  to  the  desired  version  then  press  (  returnJ  . 
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When  the  assessment  is 
complete,  the  system  dis¬ 
plays  the  results  of  the 
assessment  (as  illustrated  to 
the  left). 

The  numbers  under  the  col¬ 
umns  at  the  right  side  of  the 
screen  identify  the  number 
of  tasks  for  which  the  person 
would  require  training,  as 
well  as  the  other  training 
requirements  (i.e..  Ancillary 
courses.  Additional  Duty 
courses.  Contingency  tasks 
and  ECI/CDC  courses) 
he/she  would  have  to  com¬ 
plete  to  be  qualified  for  the 
position. 


If  you  want  to  assess  the  individual’s  qualifications  against  another  duty  position, 
repeat  Steps  17  through  20. 


If  you  want  to  assign  the  individual  against  a  duty  position,  proceed  to  Step  21. 


If  you  do  not  desire  to  assess  the  individual  against  another  position,  or  if  you  do  not 
desire  to  assign  the  individual  against  une  of  the  OPTRs,  continue  to  Quit  each  screen  (enter 
Q  or  q  and  press  □SeouuD)  until  you  reach  the  AOTS  Primary  Access  Menu.  At  that  point 
you  may  quit  the  menu  and  log  off  the  system  or  you  may  perform  another  AOTS  function. 


STEP21: 


SELECT  THE  ASSIGN  OPTION.  Enter  A  (or  a)  and  then  press 
l  RETURN  ). 


or STEP22: 


SELECT  THE  OPTO  TO  WHICH  THE  INDIVIDUAL  IS  TO  BE  ASSIGNED 
AGAINST.  Enter  the  number  corresponding  to  the  desired  OPTR  ID  and 
then  press  LRETtiRNJ. 
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A  prompt  is  displayed 
advising  you  that  the  indi¬ 
vidual’s  training  require¬ 
ments  are  being  developed. 
(When  you  assign  an 
individual  against  a  duty 
position  using  the  AOTS,  the 
system  automatically  esta¬ 
blishes  the  person’s  ITR.) 

The  establishment  and 
update  of  the  person’s  ITR 
takes  only  a  few  seconds. 

Once  the  person’s  ITR  is 
developed,  you  are  provided 
with  a  prompt  asking  if  you 
wish  to  update  the  ITR. 


Many  times,  you  will  choose  to  update  the  person’s  ITR  at  the  time  you  assign  him/her 
to  the  position.  By  updating  the  person’s  ITR,  you  can: 


o  Add  tasks  which  the  person  performs  (which  are  not  listed  in  the  OPTR), 


o  Delete  tasks  which  the  person  does  not  perform  (which  are  listed  in  the  OPTR), 


o  Add  Ancillary  courses.  Additional  Duty  courses.  Contingency  Tasks  and  ECI/CDC 
courses,  which  arc  required  by  the  individual  (which  are  not  listed  in  the  OPTR), 
and 


o  Add  PME  and  Formal  Training  courses  (these  types  of  courses  are  not  listed  in 
OPTRs). 


If  you  do  not  want  to  update  the  person’s  ITR  at  this  time,  respond  NO  to  the  prompt 
shown  on  the  screen  (enter  N  or  n  and  press  C  return  )).  Then,  quit  each  screen  (enter  Q  or 
q  and  press  C  return..])  until  you  reach  the  AOTS  Primary  Access  Menu.  (At  a  later  time,  you 
can  refer  to  Section  10.8  for  procedures  for  reviewing  and  editing  the  ITR.) 


STEP23: 


SELECT  THE  YES  OPTION.  TO  UPDATE  THE  GENERATED  ITR.  Enter  Y 
(or  y)  and  press  t  return  1 . 
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The  screen  illustrated  to  the 
left  identifies  the  types  of 
training  requirements  which 
are  listed  in  a  person’s  ITR. 


STCP24: 


REVIEW  AND  EDIT  THE  CONTENTS  OF  THE  ITR.  Select  each  option, 
one  at  a  time,  and  review/edit  the  individuaTs  requirements. 


The  screens,  prompts  and  options  you  will  see  are  not  illustrated  in  this  section.  You 
may  refer  to  Section  10.8  for  explanations  of  data  and  options  contained  in  an  ITR. 

The  following  information  should  be  considered  as  you  update  the  person’s  ITR: 

o  Ensure  the  person  requires  training  to  perform  each  task  listed  in  the  ITR. 

If  a  task  is  one  which  the  person  is  already  trained  and  certified  to 
perform,  you  must  certify  the  task.  (Section  10. 16  provides  procedures 
for  certifying  a  task.) 

If  a  task  is  listed  which  the  person  does  not  perform,  you  must  delete 
the  task  since  the  person  is  not  required  to  be  trained  on  tasks  he/she 
is  not  required  to  perform. 

If  a  task  is  not  listed  for  which  the  person  is  required  to  perform  and 
for  which  he/she  requires  training,  you  must  add  the  task. 

•  Once  the  correct  tasks  are  identified,  the  tasks  must  be  placed  in  order 
of  training  priority.  (You  can  select  the  order  option  and  move  one 
or  more  tasks  up  or  down  on  the  ITR.  The  ITR  operates  on  a  rank-order 
process  —  the  person  is  trained  on  the  tasks  listed  at  the  top  of  the 
list  before  the  airman  is  trained  on  the  tasks  appearing  at  the  bottom 
of  the  list.) 

o  Ensure  the  person  is  required  to  complete  each  Ancillary,  Additional  Duty,  and 
ECI/CDC  course  listed.  If  the  individual  is  not  required  to  complete  a  course, 
delete  it  from  the  ITR.  If  a  course  is  not  listed,  add  it  to  the  ITR. 
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Ensure  the  person  is  required  to  be  trained  on  the  Contingency  tasks  listed  in 
the  ITR.  If  the  airman  will  not  perform  the  task  while  assigned  to  the  duty 
position,  delete  the  tasks  from  the  ITR.  If  tasks  are  missing,  add  them. 

PME  and  Formal  Training  courses  are  not  listed  in  OPTRs,  therefore,  you  must 
update  these  types  of  training  requirements  into  the  person’s  ITR. 


STEP  25:  QUIT  THE  ITR  TYPE  SCREEN  ONCE  YOU  HAVE  FINISHED  REVIE- 

WING/UPDAT1NG  THE  ITR  DATA.  Enter  Q  (or  q)  and  j 


Position  Quo I if  lest Ion  i 


3  Jos  19 


1.  By  Position 

2.  By  Aims 

3.  Bswiss  Position  Train  inf  Bsfu  iisnssts 
«.  Bait  This  Hnsu 


So  inert  Option:  Q_ 


The  Qualification  Assess¬ 
ment  Mode  Selection  screen 
is  displayed,  as  illustrated  at 
the  left. 

Now  that  the  person’s  ITR  is 
established,  you  (or  other 
designated  individuals)  may 
begin  to  schedule  and  con¬ 
duct  training  for  the  airman, 
based  on  the  requirements 
identified  in  the  airman’s 
ITR.  Refer  to  Section  10.14 
for  procedures  for  adminis¬ 
tering  training  when  using 
the  AOTS. 


LAST  STEP 


Continue  to  select  the  Quit  option  from  each  screen  (enter  Q  or  q  and  press  (  return  n 
as  many  times  as  necessary  to  return  to  the  AOTS  Primary  Access  Menu.  At  that  point  you 
may  quit  the  menu  and  log  off  the  system,  or  you  may  perform  another  AOTS  function. 
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10.14  Administer  Training 


As  a  supervisor,  you  will  become  quite  familiar  with  the  AOTS  Training  Scheduler. 
The  Training  Scheduler  is  the  editor  which  provides  you,  and  other  authorized  users, 
capabilities  and  access  to  data  for  administering  training  for  the  persons  you  supervise. 

o  In  Section  2,  a  decision  logic  table  is  provided  which  portrays  the  AOTS  functions 
involved  with  administering  training.  The  various  types  of  training  are  identified 
on  the  table,  as  well  as  the  users  who  are  responsible  for  performing  each  function 
for  each  type  of  training. 

-  Scheduling  and  conducting  training  are  two  of  the  four  functions 
identified  on  the  table,  for  which  this  section  of  the  AOTS  User’s 
Handbook  applies.  It  is  recommend  that  you  review  the  table  as  you 
review  the  material  contained  in  this  section.  As  you  continue  to 
schedule  and  conduct  training  with  the  support  of  the  AOTS,  you  will 
gain  a  further  understanding  of  the  interrelationships  you  will  have 
with  trainees,  trainers,  evaluators  and  the  system,  as  depicted  by  the 
table  in  Section  2. 

The  Training  Scheduler  enables  you  to  schedule  and  conduct  training  for  one  or  more 
persons  at  a  time.  The  procedures  for  scheduling  and  conducting  training  vary,  depending 
on  the  type  of  training  involved  and  the  amount  of  data  existing  within  the  AOTS. 

o  The  Training  Scheduler  accommodates  the  assignment  and  scheduling  of  training 
events.  Different  types  of  events  exist  to  support  the  different  types  of  training 
required  by  workcenter  personnel.  Various  data  exist  for  each  event,  which  helps 
you  identify  and  monitor  the  following: 

•  specific  type  of  training  that  applies, 
timeframe  in  which  training  occurs, 
progress  status  of  trainee(s), 
location  where  training  takes  place, 
participants  of  training  (trainer,  evaluator,  trainee), 
other  specific  data  (e.g.,  resources  and  training  materials) 

o  Task  training  involves  four  separate  events: 

1.  Knowledge  Training 

2.  Knowledge  Evaluation 

3.  Performance  Training 

4.  Performance  Evaluation 

o  Other  training,  which  includes  Ancillary  courses.  Additional  Duty  courses, 
ECI/CDC  courses,  Contingency  Task  training.  Formal  Training  and  PME  courses, 
only  involve  a  training  event. 

Before  you  begin  to  schedule  any  training,  you  need  to  be  aware  of  the  following: 
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o  Task  training  events  apply  only  when  the  AOTS  contains  one  or  more  behavioral 
objectives  for  a  task. 

The  four  events  apply  to  each  terminal  behavioral  objective  for  the 
task.  When  a  task  is  broken  down  into  subtasks,  the  four  events  also 
apply  to  each  supporting  behavioral  objective. 

o  If  a- behavioral  objective  does  not  exist  for  a  task,  the  Training  Scheduler  does 
not  accommodate  the  scheduling  nor  the  conduct/administration  of  training  for 
the  task  by  way  of  events. 

When  you  attempt  to  schedule  a  Knowledge  Training  event  for  a  task, 
you  will  be  able  to  identify  whether  or  not  a  behavioral  objective 
exists  for  the  task,  once  you  perform  Step  10  of  the  procedures. 

Another  way  to  identify  whether  or  not  an  objective  exists  for  a  task 
is  to  display  or  print  the  entire  task  (before  you  begin  to  schedule 
training  for  the  task)  and  review  the  objective  data.  The  system 
provides  the  objective  data  or  a  statement  advising  that  there  is  no 
objective  data. 

o  Task  training  events  are  designed  to  be  accomplished  in  sequence;  i.e.,  the 
Knowledge  Training  event  should  be  accomplished  first;  the  Knowledge  Evalu¬ 
ation  event  next;  the  Performance  Training  event  next;  and  then  the  Performance 
Evaluation  event. 


The  Knowledge  Training  event  is  the  period  of  time  in  which  the 
trainee  studies  materials  to  obtain  knowledge  about  the  task  (or 
subtask).  Knowledge  training  may  occur  on  line  or  off  line. 

If  a  CAI  or  IVD  lesson  exists  for  a  task,  the  knowledge  training 
event  is  accomplished  on  line. 

If  a  CAI  or  IVD  lesson  does  not  exist  for  the  task,  knowledge 
training  is  accomplished  off  line,  using  training  materials  such 
as  films,  sound-on-slide  presentations  or  textual  materials  (e.g., 
training  manual,  T.O.,  regulation). 

The  Knowledge  Evaluation  event  is  the  period  of  time  in  which  the 
trainee  is  evaluated  to  determine  whether  or  not  hc/she  has  attained 
sufficient  knowledge  about  the  task  to  begin  performance  training. 
Knowledge  evaluation  may  occur  on  line  or  off  line. 

If  a  knowledge  test  exists  in  the  AOTS  for  a  task,  the  knowledge 
evaluation  event  can  be  accomplished  on  line  or  off  line.  It  is 
recommended  that  knowledge  testing  occur  on  line  whenever 
possible,  since  functions,  such  as  scoring  and  marking  the 
completion  of  the  event,  are  accomplished  automatically  by  the 
AOTS  for  on-line  knowledge  tests. 

If  a  knowledge  test  does  not  exist  in  the  AOTS,  the  event  is 
accomplished  off  line,  using  whatever  means  are  established 
within  the  workcenter. 
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The  Performance  Training  event  is  the  period  of  time  in  which  the 
trainer  teaches  the  performance  steps  of  the  task  and  the  sequence  in 
which  the  steps  must  be  accomplished.  Performance  training  is  always 
conducted  off  line. 

The  Performance  Evaluation  event  is  the  period  of  time  in  which  the 
evaluator  observes  the  trainee  accomplishing  the  task  and  determines 
whether  or  not  the  trainee  can  adequately  perform  the  task  without 
further  training.  Performance  evaluation  is  always  administered  off 
line. 


When  evaluation  products  (explained  in  section  10.14.4)  are 
available  for  a  task,  the  products  must  be  used  to  conduct  the 
Performance  Evaluation  event. 

When  evaluation  products  do  not  exist  for  the  task,  the  evaluation 
event  is  conducted  by  whatever  means  are  established  within 
the  workcenter. 


Because  the  procedures  for  scheduling  and  conducting  training  vary  somewhat, 
depending  on  the  type  of  event  involved,  this  section  has  been  organized  into  five  sub-sections. 


o  The  five  sub-sections  pertain  to  scheduling  and  conducting  training  for  one  person 
at  a  time.  Each  sub-section  contains  procedures  for  scheduling  an  event,  as  well 
as  information  you  need  to  know  for  conducting  the  event. 

o  The  following  identifies  the  sub-sections,  and  the  type  of  training  event  that 
applies  to  each: 


10.14.1 

10.14.2 

10.14.3 

10.14.4 

10.14.5 


Task  Training  -  Knowledge  Training  Event 
Task  Training  -  Knowledge  Evaluation  Event 
Task  Training  -  Performance  Training  Event 
Task  Training  •  Performance  Evaluation  Event 
Other  Training  -  Training  Event 


When  scheduling  events  for  individual  people,  there  are  some  common  procedures  you 
will  perform  regardless  of  the  type  of  event  involved.  The  common  procedures  begin  on  the 
next  page. 


When  scheduling  an  individual  event,  follow  the  common  procedures  (Steps  1-7);  then 
follow  the  procedures  within  the  sub-section  that  applies  to  the  specific  type  of  event  being 
scheduled. 
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COMMON  PROCEDURES  FOR  SCHEDULING  INDIVIDUAL  TRAINING 


These  first  seven  steps  provide  you  access  into  the  Training  Scheduler,  as  well  as  access 
into  the  individual’s  training  record  for  whom  you  are  scheduling  an  event. 


The  screen  at  the  left  is  an 
illustration  of  the  AOTS 
Primary  Access  Menu.  You 
need  to  access  the  Training 
Management  component  of 
the  AOTS. 


0:=STEP,: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  2  and  press 

1  RETURN  1. 


You  may  choose  one  of  two 
paths  to  schedule  an  indi¬ 
vidual  for  an  event;  you  may 
access  the  Training 
Scheduler,  or  you  may  access 
the  ATR  Manager. 

The  Training  Scheduler  path 
is  illustrated  in  this  section. 
As  you  grow  more  familiar 
with  the  AOTS,  you  will  be 
able  to  schedule  events  using 
either  path. 


pgr3  STEP  2: 


SELECT  THE  TRAINING  SCHEDULER  OPTION.  Enter  1  and  press 

[  RETURN  1. 
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A  prompt  is  added  to  the 
bottom  of  the  screen,  as 
illustrated  at  the  left. 

Here,  you  identify  your 
AOTS  User  Type  -  ensure  you 
select  supervisor. 


CF 


STEP  3: 


SELECT  THE  SUPERVISOR  OPTION.  Enter  S  (or  s)  and  press 
1  RETURN  1 


At  this  point  you  need  to 
select  the  option  which 
applies  to  scheduling  an 
individual  training  require¬ 
ment. 


STEP  4: 


SELECT  THE  UPDATE  OR  SCHEDULE  INDIVIDUAL  TRAINING 
REQUIREMENT  OPTION.  Enter  1  and 
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A  prompt  is  added  to  the 
bottom  of  the  screen,  as 
illustrated  in  the  screen  to 
the  left. 

It  is  at  this  point  that  you 
identify  the  person  for 
whom  you  want  to  schedule 
an  event. 

Since  many  of  us  do  not 
memorize  SSANs,  the  illus¬ 
trations  show  how  you 
identify  the  person  from 
your  Supervision  List. 


or8™* 


SELECT  THE  IDENTIFY  AIRMAN  FROM  UST  OPTION.  Enter  I  (or  i)  and 

press!  RETURN  I 


The  screen  to  the  left  illus¬ 
trates  a  Supervision  List. 
Note  that  the  list  is 
alphabetized  by  last  name, 
making  it  easier  for  you  to 
identify  the  airman  for 
whom  you  want  to  schedule 
an  event. 


Up STEPe: 


SELECT  THE  INDIVIDUAL  FOR  WHOM  YOU  WANT  TO  SCHEDULE  AN 
EVENT.  Enter  the  field  number  corresponding  to  the  person  and  press 
[  return  )  (in  the  example,  Data  Field  3  was  selected,  which  corre¬ 
sponds  to  SrA  John  A  Apple.) 
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At  this  point,  you  have 
accessed  portions  of  the 
person’s  training  record. 


The  scheduling  of  an  event 
takes  place  within  the  per¬ 
son’s  ITR. 


O3 


STEP  7: 


SELECT  THE  UPDATE  OR  SCHEDULE  TRAINING  OPTION.  Enter  1  and 


The  screen  you  are  now 
viewing  reflects  the  types  of 
training  requirements  exis¬ 
ting  for  an  ITR. 


It  is  at  this  point  that  the 
remaining  procedures  for 
scheduling  an  event  depend 
on  the  type  of  event 
involved. 


FOR  THE  REMAINING  PROCEDURES,  REFER  TO  THE  SPECIFIC  SUB¬ 
SECTION  WHICH  APPUES  TO  THE  TYPE  OF  EVENT  YOU  ARE  SCHEDUUNG. 
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10.14.1  Schedule  And  Conduct  A  Knowledge  Training  Event 


BEFORE  YOU  BEGIN  THE  FOLLOWING  PROCEDURES, 
ENSURE  YOU  HAVE  COMPLETED  STEPS  1-7  OF  SECTION  10.14. 


ncmaa.MZ 

1.4 


1.  ATS  Irak 

2.  Ancillary 

3.  Additional  ftaty 

4.  Conti naoooy 

5.  BCI/CK 

6.  THE 

7.  Formal  Training 


Individual  Traiali*  Iwpiirenenta 
Sal  act  Typo  at  Training  to  IWita 


f.  Quit  Tkia  Nona 


Salact  Option:  1 


10-1441 


To  schedule  a  task  training 
event,  you  must  access  the 
AFS  Tasks  portion  of  the 
person’s  ITR. 


CF 


STEP  8:  SELECT  THE  AFS  TASK  OPTION.  Enter  1  and  press  I 
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The  screen  you  are  now 
viewing  lists  the  first  four 
tasks  on  the  person’s  ITR. 
The  screen  at  the  left  is  an 
illustration  of  tasks  as  they 
appear  in  an  ITR. 


An  important  fact  to  remember  is  that  the  tasks  on  a  person’s  ITR  are  listed  in  the 
order  of  training  priority.  In  other  words,  .ask  training  should  be  scheduled  and  conducted 
for  tasks  at  the  op  of  the  list  before  training  is  scheduled  and  conducted  for  tasks  appearing 
in  the  middle  or  at  the  end  of  the  list. 

You  are  able  to  identify  whether  training  for  a  task  has  begun,  is  occurring,  or  has 
been  completed  by  reviewing  the  status  of  the  task.  The  status  of  each  task  is  reflected  at 
the  right  of  the  Task  ID. 

o  The  following  table  defines  the  status  for  a  task: 


TASK  STATUS 

DEFINITION 

NONE 

Training  has  not  been  scheduled  nor  conducted  for  the  task. 

IN  PROGRESS 

Training  has  been  scheduled  or  has  begun  for  the  task. 

AWAITING  CERTIFICATION 

Training  has  been  completed  for  the  task,  and  the  person  can  now 
be  certified  on  the  task, 

-OR- 

Training  takes  place  without  the  assistance  of  the  AOTS  (when 
the  AOTS  does  not  contain  a  behavioral  objective  for  the  task), 
and  the  person  can  be  certified  once  training  is  completed  offline. 

Table  10-2  Task  Status  Definitions 
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To  schedule  a  Knowledge  Training  event,  the  status  of  the  task  must  reflect  "None"  or 
"In  Progress." 

o  It  is  important  to  remember  that  th£  task  for  which  you  are  scheduling  an  event 
must  be  one  of  the  tasks  listed  on  the  screen  vou  are  now  viewing.  When  necessary: 


Press  the  i  podp  )  key,  and  continue  to  press  the  key,  until  the  task  you 
are  seeking  can  be  seen  on  the  screen. 


or 


Select  the  Task  Search  option  (enter  T  or  lower  case  t  and  press 
t  return  ]).  Then  enter  the  Task  ID  that  corresponds  to  the  task  for 
which  you  are  scheduling  training  and  press  t  return  j. 


Once  the  task  you  are  scheduling  an  event  for  can  be  seen  on  the  screen,  proceed  to 
Step  9. 


= STEP#: 


SELECT  THE  SCHEDULE  OR  ASSIGN  OPTION.  Enter  S  (or  s)  and  press 

l  RETURN  i. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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A  prompt  is  added  at  the 
bottom  of  the  screen, 
advising  you  to  select  the 
task. 


iW 


STEP  10: 


SELECT  THE  TASK.  Enter  the  field  number  corresponding  to  the  task  and 


The  screen  changes  in  one  of  the  following  three  ways: 

1.  The  status  of  the  task  changes  from  "None"  to  "Awaiting  Certification," 

2.  The  Task  Initialization  screen  is  displayed,  or 

3.  The  Task  Status  screen  is  displayed. 

Over  time,  you  will  be  exposed  to  each  of  the  three  situations  listed  above.  The  next 
portion  of  this  section  provides  information  and  procedures  for  all  three  screens  -  refer  to 
the  portion  of  information  that  applies  to  the  screen  you  are  currently  viewing. 
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TASK  STATUS  CHANGES  TO  “AWAITING  CERTIFICATION" 


Because  the  AOTS  does  ngi  contain  one  or  more  behavioral  objectives  for  this  task,  the 
status  of  the  task  on  the  person’s  ITR  changes  from  "None"  to  "Awaiting  Certification." 

o  Without  behavioral  objectives,  the  Training  Scheduler  cannot  be  used  to  schedule 
or  conduct  training  events  for  the  task.  (Events  do  not  exist  for  a  task  without 
a  behavioral  objective.) 

o  The  training  for  the  task  must  be  accomplished  without  further  support  or  data 
from  the  AOTS.  The  status  of  the  task?  on  the  person’s  ITR,  will  remain  "Awaiting 
Certification"  until  the  task  is  certified. 

Since  the  scheduling  of  events  is  not  possible  for  this  task,  perform  Step  li  below. 
After  you  conduct  training  for  the  task  (without  the  support  of  the  AOTS),  you  will  need  to 
certify  the  individual  on  the  task  (see  Section  10.16). 


CW3 


STEP  11: 


SELECT  THE  QUIT  OPTION  (enter  Q  or  lower  case  q  and  press 
1  return  1)  if  this  is  the  only  task  you  desire  to  schedule  training  for  this 
person  at  this  time,  gr  repeat  Steps  9  and  10  if  you  desire  to  schedule 
another  task. 


If  you  are  not  going  to  schedule  training  for  another  task  at  this  time,  con¬ 
tinue  to  QUIT  each  screen  until  you  reach  the  AOTS  Primary  Access  Menu. 
At  that  point  you  may  quit  the  menu  and  log  off  the  system,  or  you  may 
perform  another  AOfS  function. 
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TASK  INITIALIZATION  SCREEN  IS  DISPLAYED 


The  screen  at  the  left  is  an 
illustration  of  the  task  ini¬ 
tialization  screen. 

You  will  see  the  task  ini¬ 
tialization  screen  if  this  is 
the  first  event  to  be 
scheduled  for  this  task.  This 
screen  is  used  to  update 
specific  initial  information 
regarding  the  training  for 
this  task. 


There  are  three  data  fields  existing  on  this  screen:  Start  Date,  Trainer  and  Evaluator. 

o  The  training  start  date  will  automatically  be  reflected  as  today’s  date.  You  may 
change  the  start  date  (select  option  1  and  enter  a  new  date  in  the  DD  MMM  YYYY 
format),  or  you  may  accept  today’s  date. 


o  The  trainer  will  be  the  person  you  designated  as  the  trainee’s  Primary  Trainer 
(Section  10.5). 


If  zeros  are  reflected,  it  means  that  you  have  not  designated  a  Primary 
Trainer  for  the  person,  or  that  the  Primary  Trainer  is  not  certified 
to  perform  the  task.  You  will  have  to  identify  an  individual  who  is 
qualified  to  be  the  trainer  for  this  task. 


If  the  person  reflected  on  the  screen  will  not  be  the  trainer  for  this 
task,  you  will  have  to  identify  another  individual  to  be  the  trainer. 


If  necessary,  identify  the  correct  trainer,  by  selecting  Option  2  and  entering  the 
SSAN  of  the  person  who  will  be  the  designated  trainer  for  this  task. 


The  trainer  must  be  one  of  those  people  listed  on  your  Supervision 
List,  or  you  may  designate  yourself  to  be  the  trainer. 
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The  trainer  should  be  certified  on  the  task  being  trained.  If  the  person 
is  not  certified  on  the  task,  the  system  will  provide  a  prompt  advising 
you  that  he/she  is  not  certified.  You  will  then  have  the  option  to 
designate  another  trainer,  or  you  may  override  the  certification 
requirement  and  allow  the  person  to  remain  as  the  trainer. 


The  evaluator  will  be  the  person  you  designated  as  the  trainee’s  Primary  Evaluator 
(Section  10.5).  The  information  provided  above  for  the  trainer  also  applies  for 
the  evaluator,  except  Option  3  applies  versus  Option  2. 


^  STEP  12:  CHANGE  THE  START  DATE,  TRAINER  OR  EVALUATOR,  IF  NECES¬ 

SARY  (see  Instructions  on  previous  page  or  above). 

SELECT  THE  QUIT  OPTION  (enter  Q  or  lower  case  q  and  press 
L-RZIURN  ))  IF/ONCE  DATA  ARE  CORRECTLY  REFLECTED  ON  THE 
SCREEN.  The  task  Status  screen  appears  next. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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TASK  STATUS  SCREEN  IS  DISPLAYED 


The  screen  at  the  left  is  an 
illustration  of  the  Task 
Status  screen.  The  schedul¬ 
ing  of  events  occurs  at  this 
point. 

To  provide  you  a  better 
understanding  of  the  data 
reflected  on  the  screen,  the 
contents  of  the  Task  Status 
screen  are  described  below. 


ns  TOM.  ML 

tek  Training  Hanoi  i  —ate 

1  Bac  M 

1.4 

For  M  Annin.  John  A.  on  Tank  FMZ76 

FIS  IOANNS  TO  MtNMIM  QUALIFICATION 

Task  Lawl 

Okjactlns 

Type  tmmt 

Stetua 

1.  tea.  04J. 

1774 

InoalaAga  Training 

Uaaaalgnal 

2.  Tara.  04 J. 

1774 

laoalaAga  Enaloatlon 

Uaaaaignal 

3.  tea.  04 J. 

1774 

Farferaoaso  training 

Unnaalgral 

4.  tea.  04 j. 

1774 

Fort oraaaoo  Inal nation 

Unaaaifnrt 

Inter  (Dcteili  or  aaalgn. 

(Zlvant  flan lay,  (C)ancal 

Analgnagat, 

CHlarfc  Collate, 

(Iteatify  tralaar'Iaalaater,  (QJyit  7  S 

10-14-13 

The  trainee.  Task  ID  and  Task  Statement  are  identified  at  the  top  of  the  screen,  to 
help  you  keep  track  of  the  airman  for  whom  you  are  currently  scheduling  training  and  the 
task  for  which  training  is  being  scheduled. 

Data  are  sorted  on  the  screen  based  upon  the  behavioral  objective(s)  existing  for  the 
task.  The  following  information  is  provided  for  each  objective: 

o  The  Objective  ID  (in  the  example  the  Objective  ID  is  1989). 

o  The  Task  Level  to  which  the  objective  applies. 

An  objective  that  applies  to  a  task  is  referred  to  as  a  Terminal 
Objective.  "Term.  Obj."  is  reflected  under  the  Task  Level  column 
when  the  objective  applies  to  the  task  (as  in  the  example). 

An  objective  that  applies  to  a  subtask  is  referred  to  as  a  Supporting 
Objective.  The  subtask  number,  "I,"  "2,"  etc.,  is  reflected  under  the 
Task  Level  column  when  the  objective  applies  to  a  subtask. 
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o  The  four  events  and  the  status  of  each. 

The  status  of  each  event  enables  you  to  determine  the  person’s  training 
progress  as  it  pertains  to  this  task.  The  following  table  provides 
definitions  for  the  status  of  events: 


EVENT  STATUS 

DEFINITION 

Unassigned 

The  event  has  not  been  scheduled  nor  conducted. 

Assigned 

The  event  is  scheduled  to  occur  AT  THE  EARLIEST  OPPORTU¬ 
NITY.  The  status  remains  'assigned"  until  the  event  is  accom¬ 
plished  and  marked  complete. 

Scheduled 

The  event  is  scheduled  to  occur  AT  A  SPECIFIC  TIME  ON  A 
SPECIFIED  DATE.  The  status  remains  "scheduled"  until  the  event 
is  accomplished  and  marked  complete. 

Complete 

The  event  has  been  successfully  accomplished.  The  status 
remains  ‘complete*  until  all  other  events  for  the  task  are  marked 
complete. 

Taken 

The  event  had  previously  occurred,  however  the  trainee  did  not 
pass  an  evaluation.  The  status  remains  "taken"  until  the  event  is 
reassigned,  rescheduled  or  marked  complete. 

Reassigned 

The  event  has  been  rescheduled  to  occur  AT  THE  EARLIEST 
OPPORTUNITY.  The  trainee  did  not  pass  an  evaluation,  therefore 
the  event  must  be  repeated.  The  status  remains  "reassigned"  until 
the  event  is  reaccomplished  and  marked  complete. 

Rescheduled 

The  event  has  been  rescheduled  to  occur  AT  A  SPECIFIC  TIME 
ON  A  SPECIFIC  DATE.  The  trainee  did  not  pass  an  evaluation, 
therefore  the  event  must  be  repeated.  The  status  remains  "re¬ 
scheduled"  untl  the  event  is  reaccomplished  and  marked  com¬ 
plete. 

Table  10-3  Event  Status  Definitions 


U  STEP  13:  SELECT  THE  SCHEDULE  OR  ASSIGN  OPTION.  Enter  S  (or  s)  and  press 

|_J=?  l  RETURN  ). 
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Another  prompt  is  added  at 
the  bottom  of  the  screen, 
advising  you  to  select  the 
event. 


(j^  STEP  ,4: 


SELECT  THE  KNOWLEDGE  TRAINING  EVENT  TO  BE  SCHEDULED. 
Enter  the  field  number  which  corresponds  to  the  Knowledge  T raining  event 
for  the  task  (or  subtask)  and  press  t  RETURN.  J.  (in  the  example,  Data  Field 
1  is  selected  which  corresponds  to  the  Knowledge  Training  event  for  the 
example  task.) 


The  screen  changes  in  one  of  two  ways: 


1.  The  Training  Materials  screen  is  displayed,  or 

2.  The  Event  Notice  screen  is  displayed. 


178 


DRAFT 


AOTS  User’s  Handbook 


TRAINING  MATERIALS  SCREEN  IS  DISPLAYED 


If  training  materials  have 
been  defined  in  the  system 
for  the  task,  you  will  see  the 
screen  illustrated  at  the  left 
and  you  must  perform  Step 
15. 

If  training  materials  have 
not  been  defined  for  the 
task,  you  will  see  the 
screen  illustrated  at  the  left, 
and  you  will  agi  perform 
Step  15  (proceed  to  the 
information  following  Step 
15). 


Training  materials  are  on-line  or  off-line  sources  of  information  that  provide  knowledge 
about  a  task  or  subtask.  Training  materials  can  be  of  five  types,  as  the  legend  at  the  bottom 
of  the  screen  illustrates. 

The  Training  Materials  screen  provides  a  list  of  materials  that  have  been  defined  for 
the  task  (or  subtask),  which  will  assist  the  trainee  in  attaining  requisite  knowledge  about 
the  task.  You  are  required  to  identify  which  one  of  the  materials  should  be  used  as  the 
trainee’s  primary  source  of  requisite  knowledge.  There  are  some  rules  regarding  your  selection 
of  materials: 


o  If  CAI  or  IVD  is  defined  for  a  task/subtask,  you  must  select  the  field  number 
corresponding  to  the  CAI  or  IVD  material.  CAI  and  IVD  are  to  be  the  primary 
sources  of  providing  knowledge  training  when  such  materials  exist  for  the  task. 

o  The  trainee  is  not  limited  to  studying  only  the  material  you  select  on  this  screen. 
However,  he/she  will  use  the  material  you  select  as  the  primary  source  of  requisite 
knowledge  information. 


STEP  15:  SELECT  THE  TRAINING  MATERIAL  TO  BE  USED  BY  THE  TRAINEE  FOR 

THIS  KNOWLEDGE  TRAINING  EVENT.  Enter  the  field  number  corre¬ 
sponding  to  the  training  material  and  press  ( .return J .  On  the  example, 
Data  Field  2  is  selected  which  corresponds  to  CAI  lesson  81-1-1-2-3,  titled 
’Premarksmanship  Training.*)  The  Event  Notice  screen  is  displayed  next. 


179 


AOTS  User’s  Handbook 


DRAFT 


The  screen  at  the  left  illus¬ 
trates  an  on-line  Event 
Notice.  The  notice  will  be 
printed  automatically  once 
you  generate  the  event  (ex¬ 
plained  later). 


The  following  information  is  provided  to  acquaint  you  with  the  information  appearing 
on  an  Event  Notice,  and  to  explain  the  data  for  which  you  are  responsible. 


o  The  system  automatically  establishes  an  Event  ID  for  each  training  and  evaluation 
event.  The  Event  ID  is  reflected  in  the  sub-title  of  the  screen.  (In  the  example, 
the  Event  ID  is  172.) 


o  The  event  is  further  identified  by  a  combination  of  data,  which  appears  on  the 
first  line  of  the  screen  (below  the  sub-title).  Using  the  example  above,  the  ID 


can  be  broken 

down  for  explanation,  as  follows: 

F00278 

T 

4 

1774 

Knowledge  T  raining 

t 

r 

Task  ID 

1 

Task 

T 

Objective 

1 

Type  of  Event 

Level 

ID 

The  task  level  will  reflect  "T"  when  the  event  applies  to  a  terminal  (task)  objective. 
"SI,"  "S2,"  etc.,  is  reflected  when  the  event  applies  to  a  supporting  (subtask) 
objective,  where  the  number  corresponds  to  the  specific  subtask  involved  ("SI" 
applies  to  the  first  subtask;  "S2"  applies  to  the  second  subtask,  etc.). 

o  You  are  automatically  reflected  as  the  person  who  is  generating  the  event  (your 
SSAN.  rank  and  name  are  automatically  listed). 

o  The  person  you  earlier  designated  as  the  trainer  for  the  task  is  reflected  at  Data 
Field  1  (SSAN,  rank  &  name).  You  may  change  the  trainer  by  modifying  the 
data  in  Data  Field  1. 
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The  start  date  and  time,  and  end  date  and  time,  for  the  accomplishment  of  this 
Knowledge  Training  event  are  reflected  in  Data  Fields  2  and  3. 

If  you  want  the  event  to  be  assigned  or  reassigned  (i.e.,  occur  AS 
SOON  AS  POSSIBLE),  you  will  flat  enter  dates  nor  times  for  the  event. 

If  you  want  the  event  to  be  scheduled  or  rescheduled  (i.e.,  occur 
DURING  A  SPECIFIED  TIME  FRAME),  you  will  need  to  enter  the 
start  and  end  date(s)  and  times,  by  modifying  Data  Fields  2  and  3. 

The  number  of  participants  (trainees  for  the  event)  is  reflected  next.  When  there 
is  only  one  participant,  the  person’s  rank  and  name  are  reflected,  rather  than  the 
number  1.  The  data  are  automatically  provided  by  the  AOTS,  and  cannot  be 
modified  by  a  user. 

The  installation  where  the  training  is  to  take  place  is  identified  in  Data  Field  4. 

If  the  event  will  take  place  in  the  normal  work  place  of  the  trainee 
and  trainer,  no  installation  data  are  required. 

If  the  event  will  occur  outside  of  the  normal  work  place,  you  need  to 
modify  Data  Field  4  to  identify  the  base,  building  or  to  provide  other 
information  about  the  event. 

The  Training  Method  is  reflected  next. 

If  training  materials  do  not  exist  in  the  system  for  the  task,  the  training 
method  field  does  not  appear  on  the  screen. 

If  training  materials  do  exist  for  the  task.  However,  you  did  not 
specify  the  materials  at  Step  13,  the  training  method  field  does  not 
appear  on  the  screen. 

If  training  materials  do  exist  for  the  task,  and  you  specified  which 
of  the  materials  is  to  be  the  primary  information  source  (Step  IS),  the 
training  method  field  will  reflect  the  material  you  specified. 

The  Description  is  the  last  portion  of  data  reflected  on  the  screen.  If  additional 
information  or  instructions  are  required  for  the  accomplishment  of  the  event 
(e.g.,  bring  pen  or  pencil  to  take  notes),  you  must  modify  Data  Field  5. 


STEP  16:  SELECT  THE  MODIFY  OPTION  IF  YOU  NEED  TO  ADD  DATA  TO  THE 

EVENT  NOTICE.  Enter  M  (or  m)  and  press  [  return  1  GO  TO  STEP  21 
IF  YOU  DO  fJQI  NEED  TO  MODIFY  DATA 


STEP  17:  SELECT  THE  FIELD  NUMBER  CORRESPONDING  TO  THE  DATA  YOU 

WISH  TO  MODIFY.  Enter  the  field  number  and  press  (  return  J .  (You 
can  only  modify  one  data  field  at  a  time.) 


181 


AOTS  User’s  Handbook 


DRAFT 


CW3 


STEP  18: 


ENTER  THE  DATA  AS  INSTRUCTED  BY  THE  PROMPT.  Enter  the  data 
and 


STEP  19: 


REPEAT  STEPS  17  AND  18  FOR  EACH  DATA  FIELD  THAT  REQUIRES 
MODIFICATION. 


CF 


STEP  20: 

STEP  21: 


SELECT  THE  QUIT  OPTION.  Enter  Q  (or  q)  and  | 


SELECT  THE  GENERATE  EVENT  OPTION.  Enter  G  (or  g)  and  press 

[  RETURN  1 


Generating  an  event  causes  Event  Notices  to  be  automatically  printed  to  the  trainer 
and  trainee  of  the  event.  The  printed  notices  will  contain  the  same  data  as  this  on-line 
notice,  in  addition  to  other  data. 

Generating  the  event  also  automatically  updates  the  person’s  ITR,  current  Training 
Schedule  and  Position  Qualification  Status  listing,  as  appropriate. 

o  The  person’s  ITR  reflects  the  status  of  the  task  as  well  as  the  status  of  the  event. 
The  status  of  the  task  will  be  "In  Progress";  and  the  status  of  the  event  will  be 
•Assigned,"  "Scheduled,"  "Reassigned"  or  "Rescheduled." 

o  The  Training  Schedule  of  the  trainee  and  trainer  will  reflect  the  event.  The 
event  will  remain  on  the  Training  Schedules  until  the  event  is  cancelled  or  marked 
complete. 

o  If  the  task  is  one  listed  on  the  person’s  Position  Qualification  Status  listing,  the 
status  of  the  task  is  reflected  as  "In  Progress." 


Once  the  event  has  been 
generated,  the  Task  Status 
screen  returns  to  view, 
reflecting  the  new  status  of 
the  event. 

If  you  did  not  enter 
start/end  dates  and  times, 
the  status  is  reflected  as 
"Assigned*  or  "Reassigned." 

If  you  entered  start/end 
dates  and  times,  the  status  is 
reflected  as  "Scheduled"  or 
"Rescheduled." 
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Continue 
you  may 


STEP  22:  QUIT  THE  TASK  STATUS  SCREEN.  Enter  Q  (or  q)  and  press 

l  RETURN  ) 


LAST  STEP  FOR  SCHEDULING  A  KNOWLEDGE  TRAINING  EVENT 


to  Quit  each  screen  until  you  reach  the  AOTS  Primary  Access  Menu.  At  that  point 
quit  the  menu  and  log  off  the  system,  or  you  may  perform  another  AOTS  function. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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CONDUCTING  THE  KNOWLEDGE  TRAINING  EVENT 


When  the  trainee  receives  the  printed  Event  Notice,  he/she  should  perform  the  function 
of  "Proceed  with  Training."  If  this  knowledge  training  event  is  the  next  event  to  be 
accomplished  by  the  individual,  the  AOTS  will  provide  identification  data  for  the  event  to 
the  trainee. 

o  If  the  event  will  be  accomplished  on  line,  the  system  will  automatically  access 
the  appropriate  CAI  lesson.  Once  the  trainee  completes  the  entire  lesson,  the 
system  will  automatically  mark  the  completion  of  the  event. 

o  If  the  event  will  be  accomplished  off  line. 

The  trainee  can  accomplish  the  event  without  the  assistance  of  a 
trainer  (if  training  materials  have  been  defined  for  the  task), 

or 

The  trainer  must  either  assist  the  trainee  to  acquire  the  materials  for 
attaining  the  required  knowledge  or  provide  direct  knowledge  training 
for  the  trainee  if  training  materials  have  not  been  defined. 

Once  the  event  is  accomplished,  the  trainee,  trainer  or  you  (as  the 
supervisor)  can  mark  the  completion  of  the  event. 

Once  the  Knowledge  Training  event  has  been  marked  complete,  the  Knowledge 
Evaluation  event  can  then  be  scheduled  and  conduc  ed  (see  Section  10.14.2). 
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1 0. 1 4.2  Schedule  And  Conduct  A  Knowledge  Evaluation  Event 

BEFORE  YOU  BEGIN  THE  FOLLOWING  PROCEDURES, 
ENSURE  YOU  HAVE  COMPLETED  STEPS  1-7  OF  SECTION  10.14 


To  schedule  a  Knowledge 
Evaluation  event,  you  must 
access  the  AFS  Tasks  portion 
of  the  person’s  ITR. 


STEPS: 


SELECT  THE  AFS  TASK  OPTION.  Enter  1  and 


AOTS  User’s  Handbook 
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NCTBS4.B86 

1.4 


Task  Irtlninf  Iwiramti 
tor  M  ArrUi  John  A. 


1  toe  88 


5.  Task  ID:  r 18844  Statas:  Nona 

umbticnts  cxin/iNciDBn  scans 


6.  Task  ID:  T1B8ZZ  Status :  Nona 

amiHSND  8  rassoM  susnciD  or  umc  undo  na  intuomcx. 


7.  Task  ID:  0888 95  Statas:  Hone 

LVMLUMT  WU  mrOMWNCX  Of  SU80RDDMR 


8.  Task  ID:  718838  Statas:  In  Trofraas 
CONDUCT  8  U8LL  8S8NCN  Of  8  SUSTKT 


Cntar  (8)48  to  and,  (l)nasrt.  <0)r4or,  (D)alata>  (S)cho4ula  or  Naaifa. 
(Oartlty,  (Dmakdown,  (Rlavlsn  statas.  (T)aak  Saarck,  fyUp,  f»Dn  7  S 

(0-14-t# 


The  screen  you  are  now 
viewing  lists  the  first  four 
tasks  on  the  person’s  ITR. 
The  screen  at  the  left  is  an 
illustration  of  tasks  as  they 
appear  in  an  ITR. 


The  task  you  are  scheduling  the  event  for  must  be  one  of  the  tasks  listed  Qn  the  screen 
you  are  now  viewing.  When  necessary, 


o  Press  the  t  PnPn  )  key,  and  continue  to  press  the  key  until  the  task  you  are  seeking 
can  be  seen  on  the  screen, 


01 


o  Select  the  Task  Search  option  (enter  T  and  press  return);  and  then  enter  the  Task 
ID  that  corresponds  to  the  task  for  which  you  are  scheduling  an  event. 


Once  the  task  you  are  scheduling  can  be  seen  on  the  screen,  proceed  to  Step  9. 


QT"  STEP9: 


SELECT  THE  SCHEDULE  OR  ASSIGN  OPTION.  Enter  S  (or  s)  and  press 
l  RETURN, ). 
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A  prompt  is  added  at  the 
bottom  of  the  screen, 
advising  you  to  select  the 
task. 


STEP  10: 


SELECT  THE  TASK.  Enter  the  field  number  corresponding  to  the  task  and 


The  Task  Status  screen  is 
now  in  view. 

You  may  refer  to  sub-Scction 
10.14.1,  between  Steps  12  and 
13,  if  you  need  an  explana¬ 
tion  of  the  data  appearing 
on  this  screen. 


0=STEP1,: 


SELECT  THE  SCHEDULE  OR  ASSIGN  OPTION.  Enter  S  (or  s)  and  press 
1  .RETURN  J. 
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Another  prompt  is  added  at 
the  bottom  of  the  screen, 
advising  you  to  select  the 
event. 


STEP  12: 


SELECT  THE  KNOWLEDGE  EVALUATION  EVENT  TO  BE  SCHEDULED. 
Enter  the  field  number  which  corresponds  to  the  Knowledge  Evaluation 
event  and  press  [.RETURN.  J.  (In  the  example,  Data  Field  2  is  selected 
which  corresponds  to  the  Knowledge  Evaluation  event  for  the  example 
task.) 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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The  screen  changes  in  one  of  two  ways: 

1.  If  there  is  a  knowledge  test  for  the  task  within  the  AOTS,  you  will  see  a  prompt. 

2.  If  there  is  NOT  a  Knowledge  Test  for  the  task,  you  will  see  the  Event  Notice 
screen.  Skip  the  information  provided  below,  and  skip  Step  13. 


HGT8M.ni  laak  Training  ftmilraaanta 

1.4  for  S W)  tola.  John  8.  on  Tank  718844 

INVESTIGATE  OUNE/INCIiMT  SCENES 


laak  Laaal 

OkJactlva 

Imp*  la>t 

Statua 

1. 

Tara.  OkJ. 

982 

XiKwla4«a  Tralnin* 

AaaipwE 

z. 

Tara.  OkJ. 

982 

Nnoaladga  Evaluation 

L'caaslfnad 

3. 

Tara.  OkJ. 

982 

Farfaraaaoa  Train Jwf 

Uaasaifnad 

4. 

Tara.  OkJ. 

982 

Tarf ocaaaoa  Evaluation 

UaaaaifaaJ 

When  a  knowledge  test 
exists,  you  will  see  a  prompt 
at  the  bottom  of  the  screen 
at  the  left. 


Uill  tha  knoalakfa  last  la  aJaknlataraJ  otTlina  (VEaa,  Otto  7  X 


A  knowledge  test  consists  of  true/false  and  multiple  choice  questions.  The  test  can  be 
administered  on  line  or  off  line.  The  procedures  you  accomplish  depends  on  where  the  test 
is  going  to  be  administered.  Whenever  possible.  Ui£  i£5i  should  administered  on  line.  The 
test  won’t  need  to  be  printed  and  controlled,  and  the  system  will  automatically  score  the  test 
and  mark  the  completion  of  the  event. 


STEP  13: 


SPECIFY  WHETHER  OR  NOT  THE  TEST  IS  TO  BE  ADMINISTERED  OFF 
LINE.  Enter  Y  or  N  (or  lower  case  y  or  n)  and  press  (  return  1 . 
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The  screen  you  are  now 
viewing  is  the  Event  Notice 
screen. 

You  may  refer  to  sub-Section 
10.14.1,  between  Steps  15  and 
16,  if  you  need  an  explana¬ 
tion  of  the  data  appearing 
on  this  screen. 


(jp=  STEP  14; 


SELECT  THE  MODIFY  OPTION  IF  YOU  NEED  TO  ADD  DATA  TO  THE 
EVEN!  NOTICE.  Enter  M  (or  m)  and  press  (.RETURN  J.  (If  you  want  the 
event  scheduled  for  a  specific  time  frame,  ensure  you  modify  Data  Fields  2 
and  3.)  GO  TO  STEP  19  IF  YCU  DO  NQJ  NEED  TO  MODIFY  DATA. 


or  st"”* 


SELECT  THE  FIELD  NUMBER  CORRESPONDING  TO  THE  DATA  YOU 
WISH  TO  MODIFY.  Enter  the  field  number  and  press  LRETURN  1 .  (You 
can  only  modify  one  data  field  at  a  time.) 


CF 

CF 

CF 


STEP  16: 

STEP  17: 

STEP  18: 
STEP  19: 


ENTER  THE  DATA  AS  INSTRUCTED  BY  THE  PROMPT  ON  THE 
SCREEN.  Enter  the  data  and  i 


REPEAT  STEPS  15  AND  16  FOR  EACH  DATA  FIELD  THAT  REQUIRES 
MODIFICATION. 


SELECT  THE  QUIT  OPTION.  Enter  Q  (or  q)  and  press  (  RE.T11BNJ. 

SELECT  THE  GENERATE  EVENT  OPTION.  Enter  G  (or  g)  and  press 
(RETURN  ). 


Generating  the  event  causes  notices  to  be  printed  automatically  to  the  evaluator  and  trainee 
of  the  event.  The  printed  notices  will  contain  the  same  data  as  the  on-line  notice,  in  addition 
to  other  data. 


Generating  the  event  also  automatically  updates  the  person’s  ITR  and  current  Training 
Schedule. 


o  The  status  of  the  task  in  the  ITR  will  remain  as  "In  Progress";  and  the  status  of 
the  event  will  be  "Assigned,"  "Scheduled,"  "Reassigned"  or  "Rescheduled." 

o  The  Training  Schedule  of  the  trainee  and  evaluator  will  reflect  the  event,  until 
the  event  is  cancelled  or  marked  complete. 
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If  there  is  an  off-line  AOTS  test  involved,  the  test  and  answer  key  can  be  printed  either 
now  as  you  are  generating  the  event,  or  later.  Skip  Steps  20-22  below,  if  the  evaluation  event 
does  not  involve  an  off-line  AOTS  test. 


A  prompt  is  added  to  the 
bottom  of  the  screen  asking 
if  you  want  a  hard  copy  of 
the  test  printed. 


l^gP  STEP20: 


SPECIFY  WHETHER  OR  NOT  YOU  WANT  A  COPY  OF  THE  TEST  NOW. 
Enter  Y  or  N  (or  lower  case  y  or  n)  and  press  l  return.)  .  If  you  enter  N 
(or  n),  proceed  to  Step  23. 


The  screen  changes,  as 
reflected  in  the  screen  at  the 
left. 


iw 


STEP  21: 


DECIDE  WHETHER  OR  NOT  YOU  WANT  A  COPY  OF  THE  ANSWER  KEY 
PRINTED  NOW.  Enter  Y  or  N  (or  lower  case  y  or  n)  and  press 
L  RETURN  J. 
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If  you  did  not  elect  to  print 
a  copy  of  the  test  or  the 
answer  key,  you  will  not  see 
the  prompt  illustrated  in  the 
screen  at  the  left,  nor  will 
you  perform  Step  22. 

The  test  and  answer  key  can 
be  printed  at  any  AOTS 
Workstation.  Normally,  you 
will  print  tests  and  answer 
keys  at  your  AOTS  Worksta¬ 
tion.  However,  if  you  have 
the  need  to  print  at  another 
AOTS  Workstation,  you  may 
contact  the  Systems  Admin¬ 
istrator  (call  the  AOTS  hot¬ 
line)  for  the  correct  Printer 
ID  for  that  workstation. 


dr  step22: 


ENTER  A  PRINTER  ID  OR  PRESS  RETURN.  Enter  a  printer  ID  and  press 
1  RETURN  l,  if  you  want  the  test /answer  key  printed  at  a  workstation  other 
than  your  own;  gr  just  press  ( -RETURN  )  (if  you  want  the  test  printed  at 
your  workstation's  printer).  You  will  see  a  short  prompt  advising  you  that 
the  printing  is  occurring.  The  screen  automatically  changes,  and  you  are 
returned  to  the  Task  Status  screen.  When  you  retrieve  the  test  and  answer 
key  from  the  printer,  you  will  also  receive  a  Test  Control  Log  Record. 


Once  the  event  has  been 
generated,  the  Task  Status 
screen  returns  to  view, 
reflecting  the  new  status  of 
the  Knowledge  Evaluation 
event. 

If  you  did  not  enter 
start/end  dates  and  times, 
the  status  is  reflected  as 
"Assigned"  or  "Reassigned." 

If  you  entered  start/end 
dates  and  times,  the  status  is 
reflected  as  "Scheduled"  or 
"Rescheduled." 


STEP  23: 


QUIT  THE  TASK  STATUS  SCREEN. 


Enter  Q  (or  q)  and  press 


LAST  STEP  FOR  SCHEDUUNG  A  KNOWLEDGE  EVALUATION  EVENT 

Continue  to  Quit  each  screen  until  you  reach  the  AOTS  Primary  Access  Menu.  At  that  point 
you  may  quit  the  menu  and  log  off  the  system,  or  you  may  perform  another  AOTS  function. 
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CONDUCTING  THE  KNOWLEDGE  EVALUATION  EVENT 


If  the  event  involves  an  on-line  knowledge  test,  the  trainee  must  take  the  on-line  test 
via  the  function  referred  to  as  "Proceed  with  Training."  Once  the  trainee  completes  the  test, 
the  results  are  automatically  scored,  feedback  is  provided  to  the  trainee  on  line,  and  the 
completion  of  the  event  is  automatically  marked  by  the  AOTS. 

If  the  event  involves  an  off-line  knowledge  test  generated  from  the  AOTS,  the  evaluator 
for  the  event  will  administer  the  test  to  the  trainee.  If  you  printed  the  test  and  answer  key, 
you  need  to  provide  the  test,  answer  key  and  Log  Record  to  the  evaluator.  If  you  did  not 
print  the  test/answer  key,  the  evaluator  will  have  to  access  the  existing  event  and  print  the 
test  before  he/she  begins  the  event. 

o  Once  the  trainee  completes  the  test,  the  evaluator  (or  you  as  the  supervisor)  needs 
to  score  the  test. 

If  the  test  is  scored  using  the  OMR  equipment  (SCANTRON)  or  by 
keyboard  input,  the  system  automatically  prints  the  results  and  marks 
the  completion  of  the  event.  You,  as  the  person’s  supervisor,  are 
responsible  for  providing  feedback  to  the  individual. 

If  the  evaluator  manually  scores  the  test  off  line  using  the  answer 
key  that  was  printed,  the  evaluator  must  give  you  the  results  so  that 
you  can  provide  feedback  to  the  trainee.  Then,  either  you  or  the 
evaluator  must  mark  the  event  "complete." 

If  the  event  does  nfil  involve  a  test  generated  from  the  AOTS,  there  is  no  ability  to 
score  results  of  the  evaluation.  The  evaluator  (or  you  as  the  supervisor)  must  mark  the 
completion  of  the  event. 

Once  the  Knowledge  Evaluation  event  has  been  successfully  accomplished  and  marked 
complete,  the  Performance  Training  event  can  then  be  scheduled  and  conducted  (see  section 
10.14.3). 
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10.14.3  Schedule  And  Conduct  A  Performance  Training  Event 


BEFORE  YOU  BEGIN  THE  FOLLOWING  PROCEDURES, 
ENSURE  YOU  HAVE  COMPLETED  STEPS  1-7  OF  SECTION  10.4. 


To  schedule  a  Performance 
Training  event,  you  must 
access  the  AFS  Tasks  portion 
of  the  person’s  ITR. 


The  screen  you  arc  now 
viewing  lists  the  first  four 
tasks  on  the  person’s  ITR. 

The  important  fact  to 
remember  is  that  you  must 
be  able  to  see  (on  the  screen 
you  are  now  viewing;  the 
task  for  which  you  are 
scheduling  an  event. 

Use  the  f  PgDn  1  key,  or  the 
Task  Search  option,  to  posi¬ 
tion  the  task  on  the  screen. 


CF 

CF 


STEP  9: 
STEP  10: 


SELECT  THE  SCHEDULE  OR  ASSIGN  OPTION.  Enter  S  (or  lower  case  s) 
and  press  (  return  ) . 

SELECT  THE  TASK.  Enter  the  field  number  corresponding  to  the  task  and 
press  (-RETURN-). 
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The  Task  Status  screen  is 
now  in  view. 

You  may  refer  to  sub-Section 
10.14.1,  between  Steps  12  and 
13,  if  you  need  an  explana¬ 
tion  of  the  data  appearing 
on  this  screen. 


tW 

cw° 


STEP  11: 

STEP  12: 


SELECT  THE  SCHEDULE  OR  ASSIGN  OPTION.  Enter  S  (or  small  s)  and 
press  (  RETURN'D  . 


SELECT  THE  EVENT  TO  BE  SCHEDULED.  Enter  the  field  number  corre¬ 
sponding  to  a  Performance  Training  event  and  press  ( 


The  screen  you  are  now 
viewing  is  referred  to  as  the 
Event  Notice  screen. 

You  may  refer  to  sub-Section 
10.14.1,  between  Steps  15  and 
16,  if  you  need  an  explana¬ 
tion  of  the  data  appearing 
on  this  screen. 


I^gp  STEP  13: 


SELECT  THE  MODIFY  OPTION  IF  YOU  NEED  TO  ADD  DATA  TO  THE 
EVENT  NOTICE.  Enter  M  (or  m)  and  press  (  RETURNJ .  (If  you  want  the 
event  scheduled  for  a  specific  timeframe,  ensure  you  modify  Data  Fields  2 
and  3.)  Go  to  Step  18  if  you  do  ngj  need  to  modify  data. 
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STEP  14: 


SELECT  THE  FIELD  NUMBER  CORRESPONDING  TO  THE  DATA  YOU 
WISH  TO  MODIFY.  Enter  the  field  number  and  press!  return  ).  (You 
can  only  modify  one  data  field  at  a  time.) 


CF 


STEP  15: 


ENTER  THE  DATA  AS  INSTRUCTED  BY  THE  PROMPT  ON  THE 
SCREEN.  Enter  the  data  and 


STEP  16: 


REPEAT  STEPS  14  AND  15  FOR  EACH  DATA  FIELD  THAT  REQUIRES 
MODIFICATION. 


o= 


STEP  17:  SELECT  THE  QUIT  OPTION.  Enter  Q  (or  q)  and  | 


CF 


STEP  18: 


SELECT  THE  GENERATE  EVENT  OPTION.  Enter  G  (or  small  g)  and  press  • 

I  RETURN  1. 


Generating  the  event  causes  notices  to  be  printed  automatically  to  the  evaluator  and 
trainee  of  the  event.  The  printed  notices  will  contain  the  same  data  as  the  on-line  notice, 
in  addition  to  other  data. 


Generating  the  event  also  automatically  updates  the  person’s  ITR  and  current  Training 
Schedule. 


o  The  status  of  the  task  in  the  ITR  will  remain  as  "In  Progress";  and  the  status  of 
the  event  will  be  "Assigned,"  "Scheduled,"  "Reassigned"  or  "Rescheduled." 


o  The  Training  Schedule  of  the  trainee  and  evaluator  will  reflect  the  event,  until 
the  event  is  cancelled  or  marked  complete. 
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Once  the  event  has  been 
generated,  the  Task  Status 
screen  returns  to  view, 
reflecting  the  new  status  of 
the  event. 

If  you  did  not  enter 
start/end  dates  and  times, 
the  status  is  reflected  as 
"Assigned"  or  "Reassigned." 

If  you  entered  start/end 
dates  and  times,  the  status  is 
reflected  as  "Scheduled"  or 
"Rescheduled." 


STEP  19: 


QUIT  THE  TASK  STATUS  SCREEN.  Enter  Q  (or  q)  and  press 

t  RETURN  1 


LAST  STEP  FOR  SCHEDULING  A  PERFORMANCE  TRAINING  EVENT 


Continue  to  Quit  each  screen  until  you  reach  the  AOTS  Primary  Access  Menu.  At  that 
point  you  may  quit  the  menu  and  log  off  the  system,  or  you  may  perform  another  AOTS 
function. 
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CONDUCTING  THE  PERFORMANCE  TRAINING  EVENT 


Performance  training  is  always  conducted  off  line. 


o 


If  you  are  the  trainer  for  the  event,  you  should  print  the  entire  task  hefnr* 

nrn^nVe41111118  Section  10.1).  The  AOTS  contains  data  for  many  tasks  which 
provides  you  with  training  outlines,  and  assist  a  trainer  when  Dlanni’ne  and 

breakdown  SY&t  •  f°T  S“btas^  and  acdvitTes  dam  provIde  a 

breakdown  of  a  task  into  sequential  performance  steps;  Resource  data  identifies 
the  resource?  required  to  perform  and  train  the  task  identities 


o 


If  you  are  not  the  trainer  for 
uses  the  data  from  the  AOTS 
the  task. 


the  task,  you  should  ensure  the  trainer  obtains  and 
pertaining  to  the  task,  if  available  when  training 


Once  the  training  is  conducted, 
mark  the  event  complete. 


the  trainer  (or  you,  as  the  person’s 


supervisor)  must 


Once 

Evaluation 


°rJ®anCjf  Joining  event  has  been  marked  complete, 
event  can  be  scheduled  and  conducted  (see  section  10.14.4). 


Performance 


h 
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1 0. 1 4.4  Schedule  And  Conduct  A  Performance  Evaluation  Event 


BEFORE  YOU  BEGIN  THE  FOLLOWING  PROCEDURES, 
ENSURE  YOU  HAVE  COMPLETED  STEPS  1-7  OF  SECTION  10.14 


iKraaa.wz 

1.4 


MlnUiul  Tralalag  lofu iraaenta 
Salad  tyya  of  Traiainf  to  Upltia 


1  Dec  88 


1.  ars  iu k 

2.  ftaclllai-y 

3.  Milt loaal  Duty 

4.  Ceatlageacy 

5.  ECI/OC 

6.  m 

?.  Foraal  Traiaina 
Quit  TSia  Itaau 


Salad  Optic*:  1 


IO-1M3 


To  schedule  a  Performance 
Evaluation  event,  you  must 
access  the  AFS  Tasks  portion 
of  the  person’s  ITR. 


GT STEPa 


SELECT  THE  AFS  TASK  OPTION.  Enter  1  and 


AOTS  User’s  Handbook 


DRAFT 


The  screen  you  are  now 
viewing  lists  the  first  four 
tasks  on  the  person’s  ITR. 
The  screen  at  the  left  is  an 
illustration  of  tasks  as  they 
appear  in  an  ITR. 


The  task  for  which  you  are  scheduling  the  event  must  be  one  of  the  tasks  listed  on  the 
screen  you  are  now  viewing. 


o  Press  the  t  Pa  On  )  key,  and  continue  to  press  the  key  until  the  task  you  are  seeking 
is  displayed  on  the  screen. 


QL 


o  Select  the  Task  Search  option  (enter  T  or  lower  case  t  and  press  (  return  i);  and 
then  enter  the  Task  ID  that  corresponds  to  the  task  for  which  you  are  scheduling 
an  event  and  press  [  return  i. 


Once  the  task  you  are  scheduling  an  event  for  can  be  seen  on  the  screen,  proceed  to 
Step  9. 


SELECT  THE  SCHEDULE  OR  ASSIGN  OPTION.  Enter  S  (or  lower  case  s) 
and  press  I  return  I. 
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A  prompt  is 
bottom  of 
advising  you 
task. 


added  at  the 
the  screen, 
to  select  the 


STEP  10: 


SELECT  THE  TASK. 


Enter  the  field  number  corresponding  to  the  task  and 


The  Task  Status  screen  is 
now  in  view. 

You  may  refer  to  sub-Section 
10.14.1,  between  Steps  12  and 
13,  if  you  need  an  explana¬ 
tion  of  the  data  appearing 
on  this  screen. 


(jp^ STEP11: 


SELECT  THE  SCHEDULE  OR  ASSIGN  OPTION.  Enter  S  (or  s)  and  press 
l-RETURN  J. 
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Another  prompt  is  added  at 
the  bottom  of  the  screen, 
advising  you  to  select  the 
event. 


STEP  12: 


SELECT  THE  PERFORMANCE  EVALUATION  EVENT  TO  BE  SCHED- 
ULED.  Enter  the  field  number  which  corresponds  to  the  Performance  Eval¬ 
uation  event  and  press  t  return  )  (in  the  example,  Data  Field  4  is 
selected  which  corresponds  to  the  Performance  Evaluation  event  for  the 
example  task.) 


The  screen  you  are  now 
viewing  is  the  Event  Notice 
screen. 

You  may  refer  to  sub-Section 
1 0. 1 4. 1 ,  between  Steps  1 5  and 
16,  if  you  need  an  explana¬ 
tion  of  the  data  appearing 
on  this  screen. 


GP STEP  13: 


SELECT  THE  MODIFY  OPTION  IF  YOU  NEED  TO  ADD  DATA  TO  THE 
EVENT  NOTICE.  Enter  M  (or  m)  and  press  (-RETURN  J .  (If  you  want  the 
event  scheduled  for  a  specific  timeframe,  ensure  you  modify  Data  Fields  2 
and  3.)  Go  to  Step  1 8  if  you  do  nai  need  to  modify  data. 
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pg3  STEP  14: 


SELECT  THE  FIELD  NUMBER  CORRESPONDING  TO  THE  DATA  YOU 
WISH  TO  MODIFY.  Enter  the  field  number  and  press  l  return-] .  (You 
can  only  modify  one  data  field  at  a  time.) 


CF 

OF 

CF 


STEP  15: 


STEP  16: 


STEP  17: 


STEP  18: 


ENTER  THE  DATA  AS  INSTRUCTEDBY  THEJ>ROMPT  ON  THE 
SCREEN.  Enter  the  data  and 


REPEAT  STEPS  14  AND  15  FOR  EACH  DATA  FIELD  THAT  REQUIRES 
MODIFICATION. 


SELECT  THE  QUIT  OPTION.  Enter  Q  (or  q)  and 


SELECT  THE  GENERATE  EVENT  OPTION.  Enter  G  (or  g)  and  press 

t  RETURN  1 


Generating  the  event  causes  notices  to  be  printed  automatically  to  the  evaluator  and 
trainee  of  the  event.  The  printed  notices  will  contain  the  same  data  as  the  on-line  notice, 
in  addition  to  other  data. 


Generating  the  event  also  automatically  updates  the  person’s  ITR  and  current  Training 
Schedule. 


o  The  status  of  the  task  in  the  ITR  will  remain  as  "In  Progress";  and  the  status  of 
the  event  will  be  "Assigned,"  "Scheduled,"  "Reassigned"  or  "Rescheduled." 

o  The  Training  Schedule  of  the  trainee  and  evaluator  will  reflect  the  event,  until 
the  event  is  cancelled  or  marked  complete. 

If  the  AOTS  contains  evaluation  products  for  this  task  or  subtask,  the  evaluation  products 
should  be  used  to  conduct  the  evaluation  event.  Evaluation  products  available  from  the 
AOTS  includes  an  Oral  Test  Guide  (OTG)  accompanied  by  a  Performance  Evaluation  Checklist 
(PEC). 

o  An  OTG  contains  instructions  to  the  evaluator  for  administering  the  evaluation; 
a  PEC  is  the  checklist  to  be  used  by  the  evaluator  when  conducting  the  evaluation. 
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If  the  AOTS  contains  evalu¬ 
ation  products  for  this  task, 
the  prompt  changes  on  the 
screen,  as  illustrated  in  the 
screen  at  the  left. 

If  evaluation  products  do 
not  exist  for  this  task,  you 
are  returned  to  the  Task 
Status  screen.  Skip  the 
information  presented 
below  and  skip  Steps  19-20. 


STEP  19: 


SPECIFY  WHETHER  OR  NOT  YOU  WANT  A  COPY  OF  THE  EVALU- 
ATION  PRODUCTS  NOW.  Enter  Y  (or  y)  or  N  (or  n)  and  press 
{  return  i  If  you  selected  the  No  option,  proceed  to  Step  21 . 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK.  INTENTIONALLY. 
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The  prompt  changes  again, 
to  have  you  identify  the 
printer  ID  that  corresponds 
to  the  printer  where  you 
want  the  evaluation  prod¬ 
ucts  to  print. 

The  OTG  and  PEC  can  be 
printed  at  any  AOTS  Work¬ 
station.  Normally,  you  will 
print  the  evaluation 
products  at  your  AOTS 
Workstation.  However,  if 
you  have  the  need  to  print 
at  another  AOTS  Worksta¬ 
tion,  you  may  contact  the 
Systems  Administrator  (call 
the  AOTS  hotline)  for  the 
correct  Printer  ID  for  that 
workstation. 


CW3 


STEP  20: 


ENTER  A  PRINTER  ID  OR  PRESS  RETURN.  Enter  a  printer  ID  and  press 
[  return  1,  if  you  want  the  OTG  and  PEC  printed  at  a  workstation  other 
than  your  own;  gr  just  press  i  return")  to  have  the  evaluation  materials 
printed  at  your  workstation’s  printer.  You  will  see  a  short  prompt  advisinq 
you  that  the  printing  is  occurring.  The  screen  automatically  changes,  and 
you  are  returned  to  the  Task  Status  screen.  When  you  retrieve  the  OTG  and 
PEC  from  the  printer,  you  will  also  receive  a  Test  Control  Log  Record. 


ktbm.bbi 

Task  T raising  Hagai rnwants 

1  Dae  BB 

1.4 

For  SrtA  ftpplii  JoJm  A.  on  Ttdt  F 18639 

CONDUCT  A  IMU.  SSABCH  OF  A  SUSFKT 

Task  Lml 

Okjactiwa 

Type  Cent 

Status 

1.  Tam.  OkJ. 

1274 

XnowlaJga  Training 

Cans lata 

2.  Tans.  OkJ. 

1274 

XmwiaAta  1  valuation 

Can?  lata 

3.  Tam.  OkJ. 

1274 

Tartar saaca  Training 

Coap lata 

4.  Tans.  OkJ. 

1274 

Pwform»co  Evaluation 

Aeeifned 

Tatar  (JldaAili  or  assifiii 

(Dvant  tlipliy,  (Clascal 

f 

f 

(H)iffc  Coafietti 

(I)Jaatify  Tra  laar/I  sal  tutor,  (IJ)ult  7  fl 

10-14-41 

Once  the  event  has  been 
generated,  the  Task  Status 
screen  returns  to  view, 
reflecting  the  new  status  of 
the  Performance  Evaluation 
event. 

If  you  did  not  enter 
start/end  dates  and  times, 
the  status  is  reflected  as 
"Assigned"  or  "Reassigned." 

If  you  entered  start/end 
dates  and  times,  the  status  is 
reflected  as  "Scheduled"  or 
"Rescheduled." 


fjp  STEP21’ 


QUIT  THE  TASK  STATUS  SCREEN.  Enter  Q  (or  q)  and  press 

f  RETURN  1 
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LAST  STEP  FOR  SCHEDUUNG  A  PERFORMANCE  EVALUATION  EVENT 


Continue  to  QUIT  each  screen  until  you  reach  the  AOTS  Primary  Access  Menu.  At  that  point, 
you  may  quit  the  menu  and  log  off  the  system,  or  you  may  perform  another  AOTS  function. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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CONDUCTING  THE  PERFORMANCE  EVALUATION  EVENT 


If  evaluation  products  are  available  within  the  AOTS  for  the  task,  the  evaluator  will 
administer  the  evaluation  to  the  trainee  using  the  products.  If  you  printed  the  OTG  and 
PEC  at  the  time  you  generated  the  event,  you  must  give  the  products  to  the  evaluator  for 
the  event.  If  you  did  not  print  the  OTG  or  PEC,  the  evaluator  must  access  the  existing  event 
and  obtain  the  hard  copy  of  the  OTG  and  PEC. 


o  Once  the  evaluation  is  administered,  the  evaluator  (or  you  as  the  supervisor)  must 
score  the  test. 


If  the  test  is  scored  using  the  OMR  equipment  (SCANTRON)  or  by 
keyboard  input,  the  system  automatically  marks  the  completion  of  the 
event.  You,  as  the  person’s  supervisor,  are  responsible  for  providing 
feedback  to  the  individual. 


If  the  evaluator  manually  scores  the  checklist  off  line,  the  evaluator 
must  give  you  the  results  so  that  you  can  provide  feedback  to  the 
trainee.  Then,  either  you  or  the  evaluator  must  mark  the  event 
"complete." 


If  there  arc  no  evaluation  products  within  the  system  for  the  task,  the  evaluator  is  to 
use  whatever  means  exists  in  the  workcenter  to  accomplish  the  event.  There  is  no  ability  to 
score  the  evaluation  via  the  AOTS  when  non-AOTS  evaluation  products  are  used.  The  evaluator 
(or  you  as  the  supervisor)  must  mark  the  completion  of  the  event. 
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10.14.5  Schedule  A  Training  Requirement  Other  Than  Task 


BEFORE  YOU  BEGIN  THE  FOLLOWING  PROCEDURES, 
ENSURE  YOU  HAVE  COMPLETED  STEPS  1-7  OF  SECTION  10.14. 


NGTO30.M2  Individual  Traini*  bfilnmu  1  Due  « 

1 .4  Salve*  lypa  at  Train!**  to  Update 


1.  HR  Task 

2.  Ancillary 

3.  Additional  Duty 

4.  Cant Infancy 

5.  ECIA3C 

6.  ME 

7.  Foma  I  Training 
f.  Quit  Thin  liana 


Salact  Option:  2. 


10-14-42 


To  schedule  training 
requirements  other  than 
task,  you  will  first  select  the 
type  of  requirement  that 
requires  scheduling. 

Procedures  have  been  pro¬ 
vided  for  an  Ancillary 
course  only.  These 

procedures  are  the  same  for 
the  other  non-task  training 
requirements. 


STEP8: 


SELECT  THE  TYPE  OF  TRAINING  REQUIREMENT  FOR  WHICH  YOU 
DESIRE  TO  SCHEDULE  TRAINING.  Enter  this  number  corresponding  to 
the  type  of  requirement  and  press  C  RETURN  ).  (In  the  example,  Data  Field 
2,  which  corresponds  to  Ancillary  courses  was  selected.) 
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Kn&i.ni 

1.4 


1.  Coma: 

mu: 


2.  Couraa'. 
THU: 


Ancillary  Course  HeeulrenaiiU 
for  SrA  AppU,  Jolwi  A. 

A  rani  States:  Unass  ignad 

Chaeical  Warfare  Manas  Tralnln*  Ter  Hlfh  Threat 


MM2 
Saif  All 


States:  Unass ignad 
kiddy  Cars 


3.  Coarse: 
Title: 


ATSnS  States:  Unusignad 

Ixploslea  Ordnaaca  Kacognftlon  T reining 


4.  Coarse: 
Title: 


5.  Course: 
Title: 


6.  Course: 
THU: 


States:  Unass ignad 
Cries  Travantioa  Training 

A TnH7  States:  Unaaaigned 

Protection  at  the  Presides!  (AK-fgllCS  435) 

ATniB  States:  Uiuas  ignad 

■ass  Fopulaoe  IrUfiag 


Enter  <A>dd  to  end.  (I Insert,  (Order.  (S)aleta.  (S)cheduU  or  assign, 
(C)ee».l  display,  (C)ancel  assignee  nt.  I A  lark  oonplsta,  Pg»n,  <9>»it  7  S 


io-ia-43 


The  screen  you  are  now 
viewing  lists  the  Ancillary 
courses  required  to  be  com¬ 
pleted  by  this  trainee. 


The  status  of  each  Ancillary  Course  requirement  is  reflected  at  the  right  of  each  Course 
ID.  The  status  will  either  be  reflected  as  "Unassigned"  or  "Scheduled." 


0  "Unassigned"  means  the  training  has  not  been  scheduled  nor  conducted. 

o  "Scheduled"  means  the  course  has  been  scheduled  and  has  not  been  accompli¬ 
shed/completed. 


It  is  important  to  remember  that  course  for  which  vou  are  scheduling  an  event 
must  bsL  one  q£  those  listed  on  the  screen  vou  are  now  viewing.  When  necessary: 


o  Press  the  ( PgDn  )  key,  and  continue  to  press  the  key,  until  the  course  you  are 
seeking  can  be  seen  on  the  screen.  Once  the  course  for  which  you  are  scheduling 
an  event  for  can  be  seen  on  the  screen,  proceed  to  Step  9. 


fjip  step9: 


SELECT  THE  SCHEDULE  OR  ASSIGN  OPTION.  Enter  S  (or  s)  and  press 
L  RETURN  ). 
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A  prompt  is 
bottom  of 
advising  you 
course. 


added  at  the 
the  screen, 
to  select  the 


or srep,o: 


SELECT  THE  COURSE.  Enter  the  field  number  corresponding  to  the 
course  and  press  (-REJURJJJ.  (In  the  example,  Data  Field  1  was  selected, 
which  corresponds  to  course  AT0001  -  Chemical  Warfare  Defense  Training 
for  High  Threat  Areas.) 


The  screen  at  the  left  illus¬ 
trates  an  on-line  Event 
Notice.  The  notice  will  be 
printed  automatically  once 
you  generate  the  event  (ex¬ 
plained  later). 


The  following  information  is  provided  to  acquaint  you  with  the  information  appearing 
on  an  Event  Notice,  and  to  identify  the  data  for  which  you  are  responsible. 


o  The  system  automatically  establishes  an  Event  ID  for  each  training  and  evaluation 
event.  The  Event  ID  is  reflected  in  the  sub-title  of  the  screen.  (In  the  example, 
the  Event  ID  is  220.) 


210 


DRAFT 


AOTS  User’s  Handbook 


o  The  event  is  further  identified  by  the  Course  ID,  which  appears  on  the  first  line 
of  the  screen  (below  the  sub-title). 

o  You  are  automatically  reflected  as  the  person  who  is  generating  the  event  (your 
SSAN,  rank  and  name  arc  automatically  listed). 

o  The  start  date  and  time,  and  end  date  and  time,  for  the  accomplishment  of  this 
training  event  are  reflected  in  Data  Fields  1  and  2. 

Training  requirements  other  than  task  training  requirements,  are 
always  scheduled  to  occur  during  a  specified  timeframe. 

You  must  enter  the  start  and  end  date(s)  and  times  by  modifying  Data 
Fields  1  and  2. 

o  The  number  of  participants  (trainees  for  the  event)  is  reflected  next.  When  there 
is  only  one  participant,  the  person’s  rank  and  name  are  reflected  rather  than  the 
number  1  This  information  is  automatically  provided  by  the  AOTS  and  cannot 
be  modified  by  a  user. 

o  The  training  agency  which  is  responsible  for  conducting  the  training  can  be 
defined  by  modifying  Data  Field  3. 

o  The  installation  where  the  training  is  to  take  place  is  identified  in  Data  Field  4. 

If  the  event  will  take  place  in  the  normal  work  place  of  the  trainee 
and  trainer,  no  installation  data  needs  to  be  entered. 

If  the  event  will  occur  outside  of  the  normal  work  place,  you  must 
modify  Data  Field  4  to  identify  the  base,  building  or  other  specifics 
that  identify  where  the  event  will  occur. 

o  The  Description  is  the  last  item  reflected  on  the  screen.  If  additional  information 
or  instructions  are  required  for  the  accomplishment  of  the  event  (e.g.,  bring  pen 
or  pencil  to  take  notes),  you  must  modify  Data  Field  5. 


STEP  11: 


SELECT  THE  MODIFY  OPTION.  Enter  M  (or  m)  and  press!  RETURKJ. 


STEP  12: 


SELECT  THE  FIELD  NUMBER  CORRESPONDING  TO  THE  DATA  YOU 
WISH  TO  MODIFY.  Enter  the  field  number  and  press  1  return  ).  (You 
can  only  modify  one  data  field  at  a  time  and  you  must  modify  Data  Fields  i 
and  2.) 


STEP  13: 


ENTER  THE  DATA  AS  INSTRUCTED  BY  THE  PROMPT.  Enter  the  data 

and  press  1  return  J . 
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GP 


STEP  14: 


STEP  15: 


tw 


STEP  16: 


REPEAT  STEPS  17  AND  18  FOR  EACH  DATA  FIELD  THAT  REQUIRES 
MODIFICATION. 


SELECT  THE  QUIT  OPTION.  Enter  Q  (or  q)  and  press  ('return  ). 


SELECT  THE  GENERATE  EVENT  OPTION.  Enter  G  (or  g)  and  press 

t  return  l. 


Generating  an  event  causes  Event  Notices  to  be  automatically  printed  to  the  trainee 
of  the  event.  The  printed  notice  will  contain  the  same  data  as  this  on-line  notice,  in  addition 
to  other  data. 

Generating  the  event  also  automatically  updates  the  person’s  ITR  and  current  Training 
Schedule. 

o  The  person’s  ITR  reflects  the  status  of  the  course  as  being  "scheduled." 

o  The  Training  Schedule  of  the  trainee  will  reflect  the  event.  The  event  will  remain 

on  the  Training  Schedule  until  the  event  is  cancelled  or  marked  complete. 


Once  the  event  has  been 
generated,  the  person’s  ITR 
listing  the  course  require¬ 
ments  returns  to  the  screen. 

Note  that  the  status  for  the 
course  is  now  reflected  as 
"scheduled." 


g-  "g— 1  STEP  17:  QUIT  THE  ITR  SCREEN.  Enter  Q  (or  q)  and  press!  RETULELNJ. 


LAST  STEP  FOR  SCHEDUUNG  A  NON-TASK  TRAINING  EVENT 
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Continue  to  Quit  each  screen  until  you  reach  the  AOTS  Primary  Access  Menu.  At  that 
point,  you  may  quit  the  menu  and  log  off  the  system,  or  you  may  perform  another  AOTS 
function. 


CONDUCTING  THE  TRAINING  EVENT 


Because  non-task  training  requirements  are  usually  accomplished  by  outside  agencies, 
further  information  has  not  been  included  on  how  the  event  is  conducted. 

o  Once  the  training  is  accomplished,  you  are  responsible  for  marking  the  completion 
of  the  event. 

o  Once  the  event  is  marked  complete,  the  course  is  automatically  removed  from  the 
person’s  ITR  and  is  listed  in  the  person’s  Training  History. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 


AOTS  User’s  Handbook 


DRAFT 


1 0. 1 5  Mark  Completion  of  a  T raining  or  Evaluation  Event 


Because  training  can  be  marked  complete  by  a  variety  of  users,  and  because  the 
completion  procedures  vary  depending  on  the  type  of  training,  this  section  is  organized  into 
two  sub-sections. 


o  There  are  some  completion  procedures,  however,  which  are  common  to  all  types 
of  training.  The  common  procedures  begin  on  the  next  page. 


To  mark  an  event  complete,  first  follow  the  common  procedures  (Steps  1-7).  Then, 
refer  to  and  follow  the  procedures  within  the  sub-section  that  applies  to  the  specific  type 
of  event  you  are  marking  complete. 


o  The  following  list  identifies  the  sub-sections,  and  the  type  of  event  that  applies: 


10.15.1  Task  Training  Event 


10.15.2  Training  Event  for  Other  Training  Requirements 
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COMMON  PROCEDURES  FOR  MARKING  EVENTS  COMPLETE 


SUP8Z7.881  Mvanced  Ow-The-Jofc  Training  Systen  (AOTS)  1  Dec  88 

1.2  Frinory  Access  Menu 


1.  Ptwooil  Training  InforMtlon 

2.  Train  inf  Han>f— tit 

3.  Roster  Task  List  (HTL)  Inlarftca 

4.  Poeition  Requirement* 

q.  Quit  TKia  Menu 


Select  Option:  2 


10-15-1 


To  mark  an  event  complete, 
you  must  first  select  the 
Training  Management 

option  on  the  AOTS  Primary 
Access  Menu. 


fjgp  STEP1: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  2  and  press 

[  RETURN  ]. 


SUraZ7.0K 

Train  inf  itanagment 

1  Dec  88 

1.2 

1.  Training  SchnOalar 

2.  A 1  man  Training  Hncori  (ATS)  Manager 

3.  Inparting  Program 

4.  (fetal  if  lent  ion  Aomoamnt 

5.  Off-Linn  Taat  Control 

6.  Off-Linn  Toot  Scaring 

7.  Occam  minting  Event 

g.  On it  Thin  Honu 

Select  Option:  1_ 

10-13-2 

You  may  choose  one  of  two 
paths  to  mark  an  event 
complete:  (1)  You  may 
access  the  Training  Sched¬ 
uler;  or  (2)  You  may  access 
the  ATR  Manager. 

The  Training  Scheduler  path 
is  illustrated  in  this  section. 
As  you  grow  more  familiar 
with  the  AOTS,  you  will  be 
able  to  mark  events  complete 
using  either  path. 


STEP2: 


SELECT  THE  TRAINING  SCHEDULER  OPTION.  Enter  1  and  press 

[  RETURN  ). 
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SUKZ7.886  Trilninf  Hiim— nt  1  Bee  88 

1.2 


1.  training  Scjmjular 

2.  IInu  Training  Mgcor  1  Mil)  Hanaggr 

3.  Boporting  Progruw 

4.  Bulitlutlm  IiiiiimtiI 

5.  Off-Ling  tngt  Control 

6.  Off-Ling  Tggt  Scoring 

7.  Accou  exiatlng  limit 

g.  Q»it  Thig  Kami 


Sol get  Option:  1 


Salact  Type  of  Training  IU<  :  (T)rainar,  (8)upor«iaor,  (<J)ult  ?  S 


10-15-3 


A  prompt  is  added  to  the 
bottom  of  the  screen,  as 
illustrated  at  the  left. 


STEP3: 


SELECT  THE  SUPERVISOR  OPTION.  Enter  S  (or  s)  and  press 
1  RETURN  1 


When  you  mark  an  event 
complete,  you  are  updating 
the  person’s  Individual 
Training  Requirements 
(ITR). 


GT STEP4: 


SELECT  THE  UPDATE  OR  SCHEDULE  INDIVIDUAL  TRAINING 
REQUIREMENT  OPTION.  Enter  1  and  press  1  return  1 
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naniB.mi  Individual  Truiaing  Requirements  1  Dec  88 

1.4  Assignment  HmIm  and  Generation 


1.  Update  or  Schedule  Individual  Training  Requirement 

2.  Schedule  Croup  Training  Requirenenta 

3.  Training  Event  Re vie*  or  Update 

4.  Add  fareonnel  to  Existing  Event 

5.  Print  Training  Requirenenta  tor  Group 

6.  Print  Scheduler  for  Group 

q.  Quit  Thia  Menu 


Select  Option:  1 


(I  Identify  Airman  Free  List,  (E)nter  Specific  SSAH,  (Q)uit  ?  I 

10-15-5 


You  may  mark  an  event 
complete  for  only  1  person 
at  a  time.  Since  many  of  us 
do  not  memorize  SSANs,  how 
you  select  a  person  from 
your  Supervision  List  is 
illustrated. 


o= 


STEP  5: 


SELECT  THE  IDENTIFY  AIRMAN  FROM  LIST  OPTION.  Enter  I  (or  i)  and 


The  screen  at  the  left  illus¬ 
trates  a  Supervision  List. 
Note  that  the  list  is 
alphabetized  by  name, 
making  it  easier  for  you  to 
identify  the  person  for 
whom  you  want  to  update 
data. 


STEP  6: 


SELECT  THE  INDIVIDUAL  FOR  WHOM  YOU  WANT  TO  MARK  AN  EVENT 
COMPLETE.  Enter  the  number  corresponding  to  the  person  and  press 
(  return  1  (in  the  example,  Data  Held  3  was  selected,  which  corre¬ 
sponds  to  SrA  John  A.  Apple.) 
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NGTB3B.M3 

Infivifual  Trailing  leguinaenta 

1  Dae  88 

1.4 

Salad  Action  haairai 

1.  UgAata  or  Schaiala  Training 

2.  Training  ScMulaa  Information 

3.  Ton  it  ion  qualification  Staton  Information 

4.  Frint  Training  laguiranaata 

5.  Trint  Training  ScMuiaa 

6.  Frint  Foaitioo  qaalif ioation  Staton 

7.  Accaaa  General  IT* 

g.  qalt  Thia  Haaa 

Salad  Ogt  ion:  1 

10-15*7 

At  this  point,  you  have 
accessed  portions  of  the 
person’s  training  record.  To 
mark  an  event  complete,  you 
must  select  the  update  or 
schedule  training  option, 
which  accesses  the  person’s 
ITR  data. 


or STEP7: 


SELECT  THE  UPDATE  OR  SCHEDULE  TRAINING  OPTION.  Enter  1  and 
press  f  RETURN  ] . 


ncnaa.nz  la*i«Maal  Training  kvimatl  1  Sac  M 

1.4  Salad  Typo  of  Training  ia  Upfeto 


1.  ATS  Tuk 

2.  Ancillary 

3.  MU  It  Iona  1  Doty 

4.  Contingency 

5.  BC1/C»C 

6.  m 

7.  Foraal  Training 
g.  Unit  Thia  llaau 


Sal act  Ogt ion: 


I0-1M 


The  screen  you  are  now 
viewing  reflects  the  types  of 
training  requirements  exis¬ 
ting  for  an  ITR. 

It  is  at  this  point  where  the 
remaining  procedures  for 
marking  an  event  complete 
depend  on  the  type  of  event 
involved. 


FOR  THE  REMAINING  PROCEDURES,  REFER  TO  THE  SPECIFIC  SUB-SECTION  WHICH  APPUES  TO 
THE  TYPE  OF  EVENT  YOU  ARE  MARKING  COMPLETE 
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10.15.1  Mark  Completion  of  a  Task  Training  Event 


BEFORE  YOU  BEGIN  THE  FOLLOWING  PROCEDURES, 
ENSURE  YOU  HAVE  COMPLETED  STEPS  1-7  OF  SECTION  10.15. 


ncTaaa.nz 

1.4 


Individual  Training  hgiiraanrti 
Salad  typo  of  Training  ta  Update 


1.  ATS  Task 

2.  Ancillary 

3.  Additional  Duty 

4.  Contingency 

5.  ECI/OC 

6.  rax 

7.  Formal  training 
T .  Quit  Tkia  Honu 


Sal net  Option:  1_ 


10-19-9 


To  mark  a  Task  Training 
event  complete  for  a  person, 
you  must  access  the  AFS 
Tasks  portion  of  his/her 
ITR. 


^  STEP  8: 


SELECT  THE  AFS  TASK  OPTION.  Enter  1  and  press  doMED. 
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The  screen  at  the  left  illus¬ 
trates  tasks  listed  in  an  ITR. 
It  is  important  to  remember 
that  the  task  you  are  mark¬ 
ing  an  event  complete  for 
must  be  one  of  the  tasks 
listed  on  lh£  screen  you  arc 
now  viewing. 


o  You  may  press  the  1  PaPn  1  key,  and  continue  to  press  the  key,  until  the  task  you 
are  seeking  can  be  seen  on  the  screen,  or 


o  You  may  select  the  Task  Search  option  (enter  T  or  t  and  press  i  return  )),  and 
then  enter  the  Task  ID  that  corresponds  to  the  task  for  which  you  are  marking 
an  event  complete  and  press  t  return  i. 


Once  the  desired  task  can  be  seen  on  the  screen,  proceed  to  Step  9. 


=3  STEP  9: 


SELECT  THE  SCHEDULE  OR  ASSIGN  OPTION.  Enter  S  (or  s)  and  press 
l  RETURN  J. 
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Now,  you  must  enter  the  data 
field  number  corresponding 
to  the  task  for  which  you  arc 
marking  an  event  complete. 


rjp  STEP  10: 


SELECT  THE  TASK.  Enter  the  number  corresponding  to  the  desired  task 
and  press  [  return  ).  (in  the  example,  Data  Field  4  was  selected,  which 
corresponds  to  Task  ID  F00278.) 


The  screen  you  are  now 
viewing  is  referred  to  as  the 
"Task  Status"  screen.  It  is  at 
this  point  that  you  mark 
events  complete. 

Task  training,  for  each 
objective  that  applies  to  a 
task,  involves  four  events: 

1.  Knowledge  Training 

2.  Knowledge 
Evaluation 

3.  Performance 
Training, 
and 

4.  Performance 
Evaluation. 


The  screen  above  provides  an  example  of  a  task  which  is  broken  down  into  subtasks. 
There  is  one  behavioral  objective  for  this  task.  There  are  four  events  which  should  be 
completed  before  the  person  can  be  certified  on  the  task. 
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o  If  the  task  you  are  viewing  has  been  broken  down  into  subtasks,  the  screen  reflects 
the  four  events  for  each  subtask  objective  as  well  as  the  four  events  for  the  task 
level  objective. 

o  You  mark  events  complete  for  subtasks  in  the  same  manner  as  you  mark  events 
complete  for  tasks. 


The  remaining  procedures  vary  somewhat,  depending  on  the  specific  type  of  task  event  you 
are  marking  complete.  In  the  next  few  pages,  separate  information  for  each  type  of  task 
event  has  been  provided.. 


THE  REMAINDER  OF  THIS  PAGE  LEFT 


BLANK.  INTENTIONALLY. 
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KNOWLEDGE  TRAINING  EVENT 


You  should  be  aware  of  the  following  facts  regarding  marking  a  Knowledge  Training 
event  complete: 

o  A  Knowledge  Training  event  is  accomplished  by  the  trainee.  He/she  studies 
textual  materials,  takes  an  on-line  CAI  course,  reviews  a  film,  etc.  The  AOTS 
provides  the  trainee  with  the  capability  to  mark  a  Knowledge  Training  event 
complete  (Proceed  with  Training  function). 

o  If  a  Knowledge  Training  event  is  accomplished  by  the  person  reviewing  a  CAI 
lesson  on  the  AOTS,  the  system  automatically  marks  the  Knowledge  Training  event 
complete,  once  the  person  completes  the  entire  lesson. 

o  A  designated  trainer  for  the  task  can  mark  a  Knowledge  Training  event  complete. 

o  You,  as  the  person’s  supervisor,  have  the  capability  to  mark  a  Knowledge  Training 
event  complete.  Once  you  feel  the  airman  has  attained  sufficient  knowledge 
about  the  task  and  is  ready  to  be  evaluated  on  that  knowledge,  you  should  ensure 
the  Knowledge  Training  event  is  marked  complete  (either  by  the  trainee,  trainer, 
or  by  you  as  the  supervisor). 


nGTOM.mi 

Task  tralnlof  Aequireaents 

1  Doc  88 

1.4 

For  SrA  Apr la »  JoJm  A.  on  Task  F06278 

FIRE  VIAFOHS  TO  MAINTAIN  QUALIFICATION 

Teak  LmI 

Okjacttua 

Typa  Event 

Statue 

1.  Im.  Okj. 

1774 

Kaow lad ye  Tratnlay 

AssipaaJ 

Z.  In*.  Okj. 

1774 

KnottlaAya  evaluation 

Ihuiee  lyna! 

3.  Tara.  Okj. 

1774 

farforaaaca  Train ley 

UaaaalynaA 

4.  Tana.  Okj. 

1774 

Par# oraaaca  Baalisatioa 

Uaaaaiyna4 

Enter  (S)cJ»d«la 

or  assign, 

(E)vant  Display«  (C)anoel  Assifiwent* 

(M)arfc  Coif  lata « 

(I)iaetlfy  Trelaar'Saaluator,  (Q)ult  7  H 

10-15-14 

To  mark  a  Knowledge 
Training  event  complete, 
perform  the  next  two  steps. 


or  step  i: 


SELECT  THE  MARK  COMPLETE  OPTION.  Enter  M  (or  m)  and  press 
l  RETURN  ). 
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A  prompt  is  added  at  the 
bottom  of  the  screen,  as 
illustrated  in  the  screen  to 
the  left. 

Now,  you  must  identify  the 
event  you  are  marking 
complete. 


|jgP  STEP2: 


SELECT  THE  TASK  EVENT  TO  MARK  COMPLETE.  Enter  the  field  num- 
ber  corresponding  to  a  Knowledge  T raining  event  and  press  t  return! 
(In  the  example,  Data  Field  1  was  selected,  which  corresponds  to  the 
Knowledge  Training  event  for  the  task.) 


The  status  of  the  Knowledge 
Training  event  changes  to 
"Complete"  on  the  person’s 
ITR,  as  illustrated  by  the 
screen  to  the  left. 


The  following  automatic  actions  occur: 

o  If  the  Knowledge  Training  event  previously  had  a  status  of  "Assigned,"  "Sched¬ 
uled,"  "Reassigned"  or  "Rescheduled,"  the  event  is  automatically  removed  from 
those  events  listed  on  the  person’s  Training  Schedule.  Additionally,  the  event  is 
removed  from  the  designated  trainer’s  Training  Schedule,  if  the  trainee  was  the 
only  or  last  trainee  to  complete  the  event.  (Remember,  a  Training  Schedule 
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reflects  those  events  for  which  training  is  occurring  or  is  forecasted  to  occur. 
Since  the  event  has  been  marked  complete,  it  no  longer  belongs  on  the  Training 
Schedule). 


LAST  STEP 


o  If  you  desire  to  mark  other  Knowledge  Training  events  complete  for  this  task 
(or  its  subtasks,  if  applicable),  repeat  Steps  1  and  2  above  for  each  event. 

o  If  you  desire  to  mark  another  type  of  task  event  complete  for  this  task,  refer  to 
the  procedures  (within  this  sub-section)  that  are  specific  to  that  type  of  event. 

o  If  you  do  not  want  to  mark  another  event  complete,  QUIT  each  screen  until  you 
reach  the  AOTS  Primary  Access  Menu.  At  that  point,  you  may  quit  the  menu  and 
log  off  the  system,  or  you  may  perform  another  AOTS  function. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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KNOWLEDGE  EVALUATION  EVENT 


You  should  be  aware  of  the  following  facts  regarding  marking  a  Knowledge  Evaluation 
event  complete: 

o  A  Knowledge  Evaluation  event  is  accomplished  between  an  evaluator  and  the 
trainee.  The  event  can  be  accomplished  on  line  or  off  line. 

If  the  evaluation  is  administered  on  line,  the  system  automatically 
scores  the  test  and  marks  the  completion  of  the  event. 

If  the  evaluation  is  administered  off  line,  the  evaluator  *ill  normally 
use  a  test  that  is  stored  in  the  AOTS  when  available.  However,  if  no 
AOTS  test  is  available  for  the  event,  the  evaluator  will  use  some  other 
means  to  determine  whether  or  not  the  individual  has  attained 
sufficient  knowledge  to  begin  performance  training  for  the  task 
(subtask). 

If  an  non-AOTS  test  is  administered  off  line,  the  evaluator  will 
need  to  mark  the  completion  of  the  Knowledge  Evaluation  event. 

If  an  AOTS  test  is  administered  off  line,  and  if  the  evaluator 
scores  the  test  using  the  AOTS  (either  by  using  the  SCANTRON 
OMR  equipment  or  by  keyboard  input),  the  system  automatically 
maiks  the  Knowledge  Evaluation  event  complete. 

If  an  AOTS  test  is  administered  off  line,  and  if  the  evaluator 
scores  the  test  off  line  (using  the  answer  key  printed  with  the 
test),  the  evaluator  will  need  to  mark  the  event  complete. 

o  You,  as  the  person’s  supervisor,  also  have  the  capability  to  mark  a  Knowledge 
Evaluation  Event  complete.  Once  you  feel  the  person  has  been  adequately 
evaluated  on  his/her  knowledge  of  the  task,  and  is  ready  to  begin  performance 
training  f or  the  task,  you  should  ensure  the  Knowledge  Evaluation  event  is  marked 
complete  (cither  by  the  evaluator  or  by  you,  as  the  supervisor). 

o  Before  you  mark  a  knowledge  evaluation  event  complete,  ensure  the  corresponding 
knowledge  training  event  is  first  marked  "complete." 
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NCTfIM.Ml 

Teak  Training  Roqulrenenti 

1  Hoc  BB 

For  SrA  Apfla,  John  A.  on  Task  FM278 

rut  USAPONK  TO  MAINTAIN  QUALIFICATION 

Task  Lml 

Okjactiw 

Ttflpa  lent 

Status 

1.  Tara.  OVJ. 

1774 

faoxl»4f>  Tmlnlev 

Coop lata 

2.  Tara.  OkJ. 

1774 

KeoalaAfe  Evaluation 

AsalgnaJ 

3.  Tara.  OkJ. 

1774 

Parfarasaca  Traintnf 

UMuiyiud 

4.  Tm.  Ofcj. 

1774 

NrforwRca  Evaluation 

UaaasifnaJ 

Enter  (Slchadiile 

or  aaaifi). 

(I)wnt  Display.  (C)ancel  Aaaifiwent, 

(M)«r*  Conflate* 

(I)Aaatify 

Trs  Inar/B  valuator,  (Q)ult  7  (I 

10-15-17 

To  mark  a  Knowledge 
Evaluation  event  complete, 
perform  the  following  three 
steps: 

Ensure  the  Knowledge 
Training  event  is  marked 
complete  before  you  begin  to 
mark  the  Knowledge  Eval¬ 
uation  event  complete. 


|^STEP,: 


SELECT  THE  MARK  COMPLETE  OPTION.  Enter  M  (or  m)  and  press 

C  RETURN  1. 


A  prompt  is  added  at  the 
bottom  of  the  screen,  as 
illustrated  in  the  screen  to 
the  left. 

Now,  you  must  identify  the 
event  you  are  marking 
complete. 


STEP  2: 


SELECT  THE  TASK  EVENT  TO  MARK  COMPLETE.  Enter  the  field  num- 
ber  corresponding  to  a  Knowledge  Evaluation  event  and  press  (  RETURN  ). 
(In  the  above  example,  Data  Field  2  was  selected,  which  corresponds  to  the 
Knowledge  Evaluation  event  for  the  task.) 
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The  prompt  changes,  to  have 
you  identify  whether  the 
person  passed  or  failed  the 
evaluation. 


QT STEP3: 


SELECT  THE  PASS  OR  FAIL  OPTION.  Enter  P  or  F  (or  lower  case  p  or  f) 
and - '  - - - 


The  following  automatic  actions  occur: 

1.  If  the  person  passed  the  evaluation,  the  status  for  the  Knowledge  Evaluation 
event  automatically  changes  to  "Complete"  on  the  person’s  ITR. 

o  If  the  status  of  the  evaluation  event  had  previously  been  "Assigned," 
"Scheduled,"  "Reassigned,"  or  "Rescheduled,"  the  event  is  automatically 
removed  from  the  person’s  current  Training  Schedule.  Additionally,  the 
event  is  removed  from  the  designated  evaluator’s  Training  Schedule,  if  the 
trainee  was  the  only  or  last  trainee  to  complete  the  event.  (Remember,  a 
Training  Schedule  reflects  those  events  for  which  training  is  occurring  or 
is  forecasted  to  occur.  Since  the  event  has  been  marked  complete,  it  no 
longer  belongs  on  the  Training  Schedule.) 

2.  If  the  person  failed  the  evaluation,  the  status  for  the  Knowledge  Evaluation  event 
automatically  changes  to  "Taken"  on  the  person’s  ITR. 

o  The  status  of  the  corresponding  Knowledge  Training  event  will  also  be 
changed  from  "Complete"  to  "Taken."  It  is  assumed  that  if  a  person  fails  a 
knowledge  evaluation,  he/she  requires  additional  knowledge  training  (both 
knowledge  events  will  have  to  be  reaccomplished). 

o  If  the  status  of  the  Knowledge  Evaluation  event  had  previously  been 
"Assigned,"  "Scheduled,"  "Reassigned,"  or  "Rescheduled,"  the  event  is  auto¬ 
matically  removed  from  the  person’s  current  Training  Schedule.  Addi¬ 
tionally,  the  event  is  removed  from  the  designated  evaluator’s  Training 
Schedule,  if  the  trainee  was  the  only  or  last  trainee  to  complete  the  event. 
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LAST  STEP 


o  If  you  desire  to  mark  other  Knowledge  Evaluation  events  complete  for  this  task 
(or  its’  subtasks,  if  applicable),  repeat  Steps  1  through  3  above  for  each  event. 

o  If  you  desire  to  mark  another  type  of  task  event  complete  for  this  task,  refer  to 
the  procedures  (within  this  sub-section)  that  are  specific  to  that  type  of  event. 

o  If  you  do  not  want  to  mark  another  event  complete,  QUIT  each  screen  until  you 
reach  the  AOTS  Primary  Access  Menu.  At  that  point,  you  may  quit  the  menu  and 
log  off  the  system,  or  you  may  perform  another  AOTs  function. 


PERFORMANCE  TRAINING  EVENT 


You  should  be  aware  of  the  following  facts  regarding  marking  a  Performance  Training 
event  complete: 

o  A  Performance  Training  event  is  always  accomplished  off  line,  between  a  trainer 
and  trainee.  The  trainer  teaches  the  steps  required  to  be  accomplished  within 
the  task,  as  well  as  the  sequence  in  which  the  steps  are  performed.  Once  training 
is  conducted,  the  trainer  has  the  capability  to  mark  the  Performance  Training 
event  complete. 

o  You,  as  the  person’s  supervisor,  also  have  the  capability  to  mark  a  Performance 
Training  event  complete.  Once  you  feel  the  person  has  acquired  sufficient  training 
on  the  task  (or  subtask)  and  is  ready  to  be  evaluated  on  his/her  performance, 
you  should  ensure  the  Performance  Training  event  is  marked  complete  (either  by 
the  trainer  or  by  you  as  the  supervisor). 

o  Before  you  mark  a  performance  training  event  complete,  ensure  the  corresponding 
Knowledge  Training  and  Knowledge  Evaluation  events  have  been  marked  com¬ 
plete. 


To  mark  a  Performance 
Training  event  complete, 
follow  the  next  two  steps. 

Ensure  the  corresponding 
Knowledge  Training  and 
Knowledge  Evaluation 
events  have  been  marked 
complete  (see  procedures 
within  this  sub-section  for 
each  type  of  event). 
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or*  step  i: 


SELECT  THE  MARK  COMPLETE  OPTIC 

LRETURM  I. 


the  remainder  of  this  page  left  blank 
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1  NGT864.881 

Taak  Training  Devil renenti 

1  Dec  88 

M 

tor  SrA  Apr  la,  Join  A.  on  Task  F86278 

FID£  WEAPONS  TO  MAINTAIN  QUALIFICATION 

Task  Laval 

Okjectlve 

Typo  Event 

Statue 

1. 

Tara.  OkJ. 

1774 

Know laifa  Tralnlaf 

Coaplata 

Z. 

Tara.  OkJ. 

1774 

MaowlaOfa  Evaluation 

Coop  lata 

3. 

Tara.  OkJ. 

1774 

Part omaaca  Tralalaf 

AaaiynaZ 

4. 

Tara.  Okj. 

1774 

Ppf  omMca  K valuation 

UnaeeiyneZ 

Salad 

ilia  task  awarrt  to  cowy  lata 

Lx  (cw> or)  keye,  or  ((trior  <flwH  wtv),  <*>  *ilt>  8  <miura»  3. 

10-15-21 

A  prompt  is  added  at  the 
bottom  of  the  screen,  a< 
illustrated  in  the  screen  at 
the  left. 

Now,  you  must  identify  the 
event  you  are  marking 
complete. 


STCP2: 
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The  status  of  the  Perform¬ 
ance  Training  event,  on  the 
person’s  ITR,  changes  to 
"Complete,"  as  illustrated  by 
the  screen  to  the  left. 


The  following  automatic  actions  occur: 

o  If  the  Performance  Training  event  previously  had  a  status  of  "Assigned," 
"Scheduled,"  "Reassigned"  or  "Rescheduled,"  the  event  is  automatically  removed 
from  those  events  listed  on  the  person’s  Training  Schedule.  Additionally,  the 
event  is  removed  from  the  designated  trainer’s  Training  Schedule,  if  the  trainee 
was  the  only  or  last  trainee  to  complete  the  event.  (Remember,  a  Training  Schedule 
reflects  those  events  for  which  training  is  occurring  or  is  forecasted  to  occur. 
Since  the  event  has  been  marked  complete,  it  no  longer  belongs  on  the  Training 
Schedule.) 


LAST  STEP 


o  If  you  desire  to  mark  another  Performance  Training  event  complete  for  this  task 
(or  its  subtasks,  if  applicable),  repeat  Steps  1  and  2  above. 

o  If  you  desire  to  mark  another  type  of  task  event  complete  for  this  task,  refer  to 
the  procedures  (within  this  sub-section)  that  are  specific  to  that  type  of  event. 

o  If  you  do  not  want  to  mark  another  event  complete.  Quit  each  screen  until  you 
reach  the  AOTS  Primary  Access  Menu.  At  that  point,  you  may  quit  the  menu  and 
log  off  the  system,  or  you  may  perform  another  AOTS  function. 
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PERFORMANCE  EVALUATION  EVENT 


You  should  be  aware  of  the  following  facts  regarding  marking  a  Performance  Evaluation 
event  complete: 


o  A  Performance  Evaluation  event  is  always  accomplished  off  line,  between  an 
evaluator  and  the  trainee.  The  evaluator  administers  an  off-line  performance  or 
product  evaluation  by  using  AOTS  evaluation  products  (i.e..  Oral  Test  Guide  (OTG) 
and  Performance  Evaluation  Checklist  (PEC)),  or  by  using  other  means  to  evaluate 
the  trainee’s  performance  abilities.  The  evaluator  has  the  capability  to  mark  the 
event  complete  after  the  evaluation  has  been  administered. 


If  the  off-line  evaluation  is  scored  via  the  AOTS  (either  by  using  the 
SCANTRON  OMR  equipment  or  by  keyboard  input),  the  system 
automatically  marks  the  Performance  Evaluation  event  complete. 


o  You,  as  the  person’s  supervisor,  also  have  the  capability  to  mark  a  Performance 
Evaluation  event  complete.  Once  you  feel  the  person  can  adequately  perform 
the  task  (or  subtask),  you  should  ensure  the  Performance  Evaluation  event  is 
marked  complete  (either  by  the  evaluator  or  by  you  as  the  supervisor). 


o  Before  you  mark  a  performance  evaluation  event  complete,  ensure  the  corre¬ 
sponding  Knowledge  Training,  Knowledge  Evaluation  and  Performance  Training 
events  have  been  marked  complete. 
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To  mark  a  Performance 
Evaluation  event  complete, 
perform  the  following  three 
steps: 

Ensure  the  corresponding 
Knowledge  Training, 

Knowledge  Evaluation  and 
Performance  Training 
events  have  been  marked 
complete  (see  procedures 
within  this  sub-section  for 
each  type  of  event). 


CF 


STEP  1: 


SELECT  THE  MARK  COMPLETE  OPTION.  Enter  M  (or  m)  and  press 
Lrexlirn.j. 


A  prompt  is  added  at  the 
bottom  of  the  screen,  as 
illustrated  in  the  screen  to 
the  left. 

Now,  you  must  identify  the 
event  you  are  marking 
complete. 


O3  STEP2: 


SELECT  THE  TASK  EVENT  TO  MARK  COMPLETE.  Enter  the  field  num- 
ber  corresponding  to  a  Performance  Evaluation  event  and  press 
[  return  )  (in  the  above  example,  Data  Field  4  was  selected,  which 
corresponds  to  the  Performance  Evaluation  event  for  the  task.) 
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The  prompt  changes,  to  have 
you  identify  whether  the 
person  passed  or.  failed  the 
evaluation. 


CF 


STEP  3: 


SELECT  THE^PASS^OR  FAIL  OPTION.  Enter  P  or  F  (or  lower  case  p  or  f) 


The  following  actions  occur: 

1.  If  the  person  passed  the  evaluation,  the  status  for  the  Performance  Evaluation 
event  automatically  changes  to  "Complete"  on  the  person’s  ITR.  If  the  Performance 
Evaluation  event  is  the  last  event  to  be  completed  for  this  task,  the  screen  hanges 
as  follows: 

o  The  individual  events  are  consolidated  into  a  single  data  item  on  the 
screen.  The  objective  that  applies  now  reflects  "Complete." 

The  following  prompt  is  added  to  the  bottom  of  the  screen:  All 
events  for  the  task  are  now  complete  and  it  is  awaiting  certi¬ 
fication.  Press  1  return"!  to  continue.  Once  you  press  return, 
you  are  returned  to  the  screen  which  reflects  the  tasks  listed  in 
the  person’s  ITR  (note  that  the  status  for  this  task  now  reflects 
"Awaiting  Certification").  Since  all  events  for  the  task  are 
complete,  you  may  now  certify  the  individual  on  the  task  (see 
Section  10.20  for  procedures). 

o  If  the  status  of  the  Performance  Evaluation  event  had  previously  been 
"Assigned,"  "Scheduled,"  "Reassigned,"  or  "Rescheduled,"  the  event  is 
automatically  removed  from  the  person’s  current  Training  Schedule. 
Additionally,  the  event  is  removed  from  the  designated  evaluator’s 
Training  Schedule,  if  the  trainee  was  the  only  or  the  last  trainee  to 
complete  the  event.  (Remember,  a  Training  Schedule  reflects  those 
events  for  which  training  is  occurring  or  is  forecasted  to  occur.  Since 
the  event  has  been  marked  complete,  it  no  longer  belongs  on  the 
Training  Schedule.) 

2.  If  the  person  failed  the  evaluation,  the  status  for  the  Performance  Evaluation 
event  automatical  changes  to  "Taken"  on  the  person’s  ITR. 
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o  The  status  of  the  corresponding  Performance  Training  event  will  also 
be  changed  from  "Complete"  to  "Taken."  It  is  assumed  that  if  a  person 
fails  a  performance  evaluation,  he/she  requires  additional  perform¬ 
ance  training  (both  performance  events  will  have  to  be  reaccom¬ 
plished). 

o  If  the  status  of  the  Performance  Evaluation  event  had  previously  been 
"Assigned,"  "Scheduled,"  "Reassigned,"  or  "Rescheduled,"  the  event  is 
automatically  removed  from  the  person’s  current  Training  Schedule. 
Additionally,  the  event  is  removed  from  the  designated  evaluator’s 
Training  Schedule,  if  the  trainee  was  the  only  or  the  last  trainee  to 
complete  this  event. 


LAST  STEP 


o  If  you  desire  to  mark  other  Performance  Evaluation  events  complete  for  this  task 
(or  its’  subtasks,  if  applicable),  repeat  Steps  1  -  3  above  for  each  event. 

o  If  you  desire  to  mark  another  type  of  task  event  complete  for  this  task,  refer  to 
the  procedures  (within  this  sub-section)  that  are  specific  to  that  type  of  event. 

o  If  you  do  not  want  to  mark  another  event  complete.  Quit  each  screen  until  you 
reach  the  AOTS  Primary  Access  Menu.  At  that  point,  you  may  quit  the  menu  and 
log  off  the  system,  or  you  may  perform  another  AOTS  function. 
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10.15.2  Mark  Completion  of  Other  Training  (Non-task) 


BEFORE  YOU  BEGIN  THE  FOLLOWING  PROCEDURES, 
ENSURE  YOU  HAVE  COMPLETED  STEPS  1-7  OF  SECTION  10.15 


N6T838.8B3 

Individual  Training  Bafuiranent* 

1  Doc  88 

1.1 

Salad  Action  Baalrad 

L. 

Updata  or  Schadula  Traininf 

2. 

Training  Schadulaa  Information 

3. 

Position  Gualif lcatlon  Statu*  Information 

4. 

Print  Trainlnp  Bayn  In  amanita 

s. 

Print  Traininf  Schedules 

6. 

Print  Position  Qualification  Status 

7. 

Access  General  ITR 

4- 

Halt  Thla  Hanu 

Salad  Option:  2_ 

10-15-26 

To  mark  an  event  complete, 
for  other  training  require¬ 
ments  besides  task  training, 
you  must  access  the  specific 
type  of  training  that  applies. 

Since  the  completion  proce¬ 
dures  are  almost  identical 
for  each  type  of 
requirement,  only  instruc¬ 
tions  and  illustrations  for  an 
Ancillary  Course  are 
provided  within  this  sub¬ 
section. 


STEP8: 


SELECT  THE  OPTION  CORRESPONDING  TO  THE  TYPE  OF  TRAINING 
REQUIREMENT  YOU  ARE  MARKING  COMPLETE.  Enter  the  number 


corresponding  to  the  type  of  training  requirement  and  i 
(For  the  example,  the  2nd  option  was  selected,  to  access  the  Ancillary 
Courses  listed  in  the  person’s  ITR.) 


nGTSS1.ni  Ancillary  Course  hfilnmli  1  Dec  W 

1.1  For  8r1  Arris,  John  A. 

1.  Couraa:  ATB882  States :  Unaaalfnad 

Title:  Ssir  Aid  as d  Buddy  Care 

2.  Course:  MM3  States:  Heats lynsd 

Title:  Explosive  Ord eases  Bscornltlon  Traininf 

3.  Course:  ATOBK  States:  Unasoifssd 

Title:  Cries  Prevention  Traininf 

1.  Course:  AT88B7  States:  Usaasifnod 

Title:  Protection  of  the  President  (AMC-WUCS  13G) 

5.  Course:  A TAB IB  States:  Unaaalfnad 

Title:  Bane  Porn lace  Brief  Ins 

6.  Course:  ATBB38  States:  Usass lined 

Title:  Standards  of  Conduct 


Enter  (A)dd  to  end,  < I Insert.  (Olrder,  (B)elete,  (S)ehedule  or  aaslfn, 
(E)veet  display,  (Claneel  aaalfnmant,  (N)ark  oaeplete,  (Q)elt  ?  B 


io-i» -rr 


The  screen  at  the  left  illus¬ 
trates  Ancillary  Course 
training  requirements  in  an 
ITR.  It  is  important  to 
remember  that  the  training 
requirement  for  which  you 
are  marking  complete  must 
be  one  of  those  listed  £»n  the 
screen  you  are  now  viewing. 

Press  the  ( PgDn  )  key,  and 
continue  to  press  this  key, 
until  the  course  you  arc 
seeking  can  be  seen  on  the 
screen.  Once  the  desired 
course  can  be  seen,  proceed 
to  Step  9. 


or STEP9: 


SELECT  THE  MARK  COMPLETE  OPTION.  Enter  M  (or  m)  and  press 

1  RETURN  1 
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Another  prompt  is  added  to 
the  screen,  advising  you  to 
select  the  course  to  mark 
complete. 


GT STEP  ,0: 


SELECT  THE  COURSE  TO  BE  MARKED  COMPLETE.  Enter  the  field 
number  corresponding  to  the  training  requirement  being  marked  and  press 

(  RETURN  1 


The  prompt  at  the  bottom  of 
the  screen  changes,  provid¬ 
ing  you  with  a  format  for 
the  completion  date. 

You  may  enter  the  comple¬ 
tion  date  in  the  format 
provided,  or 

You  may  press  (  return  i  for 
the  date,  and  the  current 
date  will  be  entered  auto¬ 
matically.  This  option  is 
illustrated  next.  If  you  enter 
a  date,  you  will  not  complete 
Step  12  below. 


stepii: 


ENTER  THE  COMPLETION  DATE  OR  PRESS  RETURN  FOR  THE  CUR¬ 
RENT  DATE;_Enter  the  completion  date  in  the  DD  MM  YYYY  format  and 
press  t  return  1 ;  or  press  (  RETURN'D  to  accept  the  current  date. 
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NGTB51.ni 

1.1 


Ancillary  Course  Requirements 
Tor  Sri  Arris.  John  A. 


1  Dec  ae 
OUDMUTI 


1.  Course:  AMB2  Status:  Unass  if sal 

Title:  Self  Aid  and  Buddy  Care 

2.  Course:  AMU  Status :  Unaasifssd 

Title:  Explosive  Ordnance  Recognition  Training 

3.  Course:  AMK  Status:  Unaasifnad 

Title:  Cries  Prevention  Training 


1.  Course:  AIW  Status:  Unaasifnad 

Title:  Protection  of  the  President  CANG-ftllCS  136) 

5.  Course:  AMIS  Status:  Una  selfnod 

Title:  Bane  Porulacs  Brief  Inf 

6.  Course:  AMOS  Status:  Unaasifnad 

Title:  Standards  of  Conduct 

Conflation  Date: 


Oo  you  wish  to  uee  the  current  date  ae  the  coupletion  date  IVlea.  (N)o  7  X 

10*15-30 


The  prompt  being  illustrated 
at  the  left  will  not  appear  if 
you  entered  a  completion 
date  for  Step  1 1. 

If  you  respond  Yes  to  the 
prompt,  the  current  date  is 
entered. 

If  you  respond  No  to  the 
prompt,  you  must  repeat  Step 
11  to  enter  the  completion 
date. 


STS’1* 


SELECT  THE  YES  OPTION.  Enter  Y  (or  lower  case  y)  and  press 
(.RETURN  J. 


ncrasi.mi 

l.i 

1.  Course 
Title: 

2.  Course 
Title: 

3.  Course 
Title: 

1.  Course 
Title: 

5.  Course 
Title: 


Ancillary  Course  Beguirenents 
Tor  SrA  Arris.  John  A. 

AM02  Status:  Unaasifnad 

Sair  Aid  and  Buddy  Cure 

AMU  Status:  Unaasifnad 

Cxploslnv  Ordnance  Recognition  Training 


1  Doc  8B 
OUOMlTt 


States:  Unaasifnad 
Cries  Prevention  Training 

AMU  Statue :  Una  as  lgnad 

Protection  of  the  President  (MK-WICS  436) 

AMI*  Statue:  Unaasifnad 

Base  Populace  Briefing 


6.  Course:  AM3B  Status:  Unaasifnad 

Title:  Standards  of  Conduct 
Installation:  B0KSTBOM  ATE.  TX 

Intar  installation 


The  prompt  you  see  now 
applies  to  the  installation 
where  the  training  took 
place.  The  data  field  for 
installation  is  15  characters, 
including  spacing.  You  may 
need  to  abbreviate  your 
entry  for  the  installation. 


STEP  13: 


ENTER  THE  INSTALLATION  WHERE  THE  COURSE  WAS  COMPLETED. 

Enter  the  installation  and  press!  RETURN  1. 
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A  prompt  will  appear  for  a 
few  moments  on  the  screen, 
advising  you  that  the  course 
is  being  moved  from  the 
person’s  ITR  to  the  person’s 
Training  History. 

Once  the  AOTS  moves  the 
course  data  from  the  ITR  to 
the  training  history  portion 
of  the  person’s  ATR,  the 
original  prompt  is  returned 
on  the  screen. 


LAST  STEP 


If  you  want  to  mark  another  course  (of  this  same  type)  complete  for  this  person,  repeat 
Steps  9-13. 

If  you  want  to  mark  another  type  of  training  requirement  complete,  QUIT  the  screen 
you  are  now  viewing.  Another  screen,  listing  the  types  of  training  requirements,  will  appear. 
Repeat  Steps  8-13  for  the  type  of  requirement  you  are  marking  complete  (sec  Section  10.15.1 
for  AFS  tasks). 

If  you  do  not  want  to  mark  another  training  requirement  complete  for  this  individual, 
QUIT  each  screen  until  you  arc  returned  to  the  AOTS  Primary  Access  Menu.  At  that  point 
you  may  quit  the  menu  and  log  off  the  system,  or  you  may  perform  another  AOTS  function. 
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10.16  Certify  an  Airman  on  a  Task 


As  a  supervisor,  you  will  certify  each  person  that  directly  reports  to  you  on  each  AFS 
task  he/she  can  perform.  When  a  person  is  certified  on  a  task  it  means  that  the  person  has 
been  trained  and  evaluated  on  his/her  knowledge  and  performance  of  the  task  and  can 
successfully  accomplish  the  task  as  required  by  the  standards,  policies  and  procedures  gov¬ 
erning  the  task. 

Before  the  AOTS  was  available  to  workcenters  each  person’s  ITR  was  generated.  Each 
ITR  was  generated  once  a  qualification  assessment  was  performed  where  the  airman’s  training 
history  was  matched  against  the  requirements  listed  in  the  OPTR  for  which  the  airman  was 
assigned. 

o  In  addition  to  other  types  of  training  (e.g..  Ancillary  courses.  Additional  Duty 
courses),  the  ITR  identifies  the  tasks  the  person  needs  to  be  trained  and  evaluated 
on,  and  be  able  to  perform,  while  serving  duty  in  his/her  current  position. 

As  a  supervisor,  you  will  periodically  review  and  monitor  the  tasks  listed  in  the  ITR 
of  each  airman  you  supervise.  Once  you  have  determined  an  airman  can  perform  a  task 
listed  in  the  airman’s  ITR,  you  need  to  certify  the  airman  on  that  task. 

o  When  you  initially  review  a  person’s  ITR  you  might  find  tasks  listed  that  the 
person  can  already  perform.  You  must  certify  each  task  that  the  person  can 
perform,  so  tha't  the  person’s  ITR  is  corrected  to  reflect  only  those  tasks  for  which 
the  airman  requires  training. 

o  As  On-the-Job  Training  (OJT)  continues  for  a  airman,  you  must  certify  each  task 
listed  on  the  airman’s  ITR  once  you  determine  the  airman  has  been  sufficiently 
trained  and  is  qualified  to  perform  the  task. 

The  procedures  in  this  section  illustrate  and  explain  how  you  certify  a  task  listed  in 
a  person’s  ITR. 

o  If  you  are  reviewing  a  person’s  ITR  for  the  very  first  time,  it  is  recommended 
that  you  print  that  portion  of  the  person’s  ATR  (refer  to  Section  10.1  if  you  don’t 
know  the  print  procedures).  More  tasks  are  listed  on  a  single  page  of  the  printout 
than  you  can  review  on  the  screen  at  one  time,  so  the  printout  makes  your  initial 
review  quicker  and  easier  to  accomplish.  For  any  task  you  determine  the  individual 
can  already  perform,  you  need  to  comply  with  the  procedures  presented  in  this 
section  to  certify  the  task. 

o  If  you  are  actively  monitoring  and  managing  a  member’s  OJT  progress,  you  will 
already  know  the  task(s)  for  which  you  are  going  to  certify  the  airman.  Comply 
with  procedures  contained  in  this  section  when  you  want  to  certify  a  task. 
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To  certify  a  task,  you  must 
access  the  person’s  ITR  data. 
To  access  ITR  data  you  must 
first  choose  the  Training 
Management  option  on  the 
AOTS  Primary  Access  Menu 
(the  menu  is  illustrated  at 
the  left). 


STEP  1: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  2  and  press 

[  RETURN!  1 


While  ITR  data  can  be 
accessed  via  the  Training 
Schedule  option  fit  the  ATR 
Manager  option,  this  section 
only  illustrates  one  way  to 
access  the  data  for  certifi¬ 
cation  purposes. 

You  should  comply  with  the 
procedures  outlined  below 
until  you  are  familiar  with 
the  system.  At  that  point  you 
may  want  to  perform  the 
certification  function  using 
the  option  not  illustrated  in 
this  section. 

Since  ITR  data  arc  a  portion 
of  the  individual’s  ATR,  you 
can  obtain  the  ITR  data  by 
accessing  the  ATR  Manager. 


Or* STEP2: 


SELECT  THE  AIRMAN  TRAINING  RECORD  (ATR)  MANAGER  OPTION. 

Enter  2  and  press  1  return! 
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l1CrR32.M6  Mm  need  Oa-The-Jok  Train  In*  Staten  (MTS)  1  toe  88 

1.8  Aira*n  Training  Aacord  (MX)  Nantiar 


1.  litfiay  a  Training  Uncord 

2.  Edit  a  Training  Aacnri 

3.  Print  Training  lacard 

4.  Idantlfy  a  naa  toty  Poaition 

g.  Quit  Thin  nano 


Salad  Option'  2_ 


10-16-3 


When  you  update  certifica¬ 
tion  data,  you  arc  editing 
data.  To  edit  ATR  data  you 
must  select  the  EDIT  option. 


GT STEP3: 


SELECT  THE  EDIT  A  TRAINING  RECORD  OPTION.  Enter  2  and  press 

[  RETURN  ) 


nGTO32.B8b  Mwanced  On-Tto-Jofc  Training  Siptaa  (MTS)  1  toe  88 

1.8  Aiman  Training  Uncord  (ATX)  Nanagar 


1.  1 lap lay  a  Training  Xaoord 

2.  Edit  a  Training  Uncord 

3.  Print  Training  tocnrl 

4.  Identify  a  nan  toty  Poaition 

1.  to  it  Thin  New 


Sol act  Option:  2 


( I  identify  Airaan  Free  Lint,  (E)ntar  Specific  SSAH,  (Q)ult  7  1 


10-16-4 


You  can  edit  ATR  data  for 
only  one  person  at  a  time. 
You  may  identify  the  indi¬ 
vidual  by  entering  his/her 
SSAN,  or  by  selecting  the 
person  from  those  listed  on 
your  Supervision  List. 

If  you  select  the  E  option, 
you  will  then  need  to  enter 
the  person’s  SSAN.  You  will 
not  see  the  next  screen 
illustrated  below,  nor  will 
you  perform  Steps  4  and  5. 
(Proceed  to  the  information 
presented  after  Step  5.) 


CW3 


STEP  4: 


SELECT  THE  IDENTIFY  AIRMAN  FROM  UST  OPTION.  Enter  I  (or  i)  and 

press  1  RETURN  )■ 
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The  list  of  persons  that 
appear  on  your  Supervision 
List  are  now  displayed  for 
you  to  choose  the  person 
whose  data  you  want  to 
revise. 


(jgp  STEP5: 


SELECT  THE  AIRMAN  WHOSE  ATR  YOU  WANT  TO  ACCESS.  Enter  the 
number  corresponding  to  the  desired  airman  and  press  l  return! .  (The 
illustration  shows  the  second  person  on  the  example  Supervision  List  being 
selected.) 


The  screen  illustrated  at  the 
left  shows  the  categories  of 
ATR  data  that  you  may 
access.  You  are  seeking  the 
ITR  data. 


O3  STEPe: 


SELECT  THE  INOIViaUAL  TRAINING  REQUIREMENTS  OPTION.  Enter  1 
and  press  C RETURN  J . 
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To  update  data  contained  in 
the  member’s  ITR,  you  must 
choose  the  option  that  per¬ 
tains  to  updating  training 
data. 


GT STEP7: 


SELECT  THE  UPDATE  OR  SCHEDULE  TRAINING  OPTION.  Enter  1  and 


tKToae.aaz 

Individual  Training  Engulf— an ta 

1  Doc  SB 

1.4 

Salad  I yfa  of  Training  to  Ufdato 

1.  *TS  Tank 

Z.  —ciliary 

3.  additional  Duty 

4.  Coat Infancy 

5.  ECI/OC 

6.  MI 

7.  Foraal  Training 

1.  Halt  Tfcla  Ha— 

Salad  Oft  ion  1  1_ 

10-164 

The  screen  now  shows  you 
the  categories  of  ITR  data 
you  may  access.  You  will 
only  certify  AFS  tasks. 


STEP  8: 


SELECT  THE  AFS  TASK  OPTION.  Enter  1  and 
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ncnsi.aK 

1.4 


tuk  Inlaliif  Rsviirwrnti 
Far  M  Mw>  Fat  A. 


1.  Took  »:  F 18848  Statu:  Nona 
I  CONDUCT  a  mXLIMS  SEARCH  OF  A  SUSFtCT 


2.  Task  IS:  068534  States:  Hois 

I  mu  preservatives  to  weapons 


3.  Took  is:  188274  States:  Nona 
ESCORT  FtRSONBL  TRANSFERRINS  nj®8/TIRElUHfc'1t*rriONS 


4.  tart  It:  JBB486  Status:  Nm 
ESCORT  EXPLOSIVES  OR  HUAIT10NS  CONVOYS. 


Entar  MMI  to  ml<  (l)sssrt.  (O)rtar,  (Plslsts.  (SleksOuls  or  tnlfii 
(C)«4l(y,  (DmMnwi,  (Dwita  statu,  (T)ook  lauek,  PfDn,  (0)«lt  7  C 

10*180 


The  screen  illustrated  at  the 
left  is  an  example  of  tasks 
listed  in  a  person’s  ITR. 


o  If  you  are  certifying  one  or  more  tasks  based  on  an  initial  review  of  the  person’s 
ITR,  you  need  to  perform  Steps  9  -  13  for  each  task. 


o  If  OJT  is  actively  on-going  for  the  member,  you  should  be  using  the  status  of 
each  task  to  help  you  determine  whether  or  not  a  task  is  ready  for  certification. 
While  you  may  certify  any  task  on  the  ITR,  you  normally  will  certify  a  task  only 
when  the  status  of  the  task  reflects  "Awaiting  Certification." 

o  Whether  or  not  you  are  updating  the  certification  status  to  correct  erroneous  data 
(found  during  your  initial  review  of  the  person’s  ITR)  or  to  maintain  the  person’s 
OJT  progress,  the  task  you  are  certifying  must  be  one  of  those  listed  on  the  screen. 


Continue  to  press  the  (  PoPn  1  key  until  the  task  you  are  certifying  can 
be  seen  on  the  screen,  qz 


Select  the  Task  Search  option  (enter  T  or  t  and  press  1  return  1) 
Then,  enter  the  Task  ID  corresponding  to  the  task  being  certified, 
and  press  return. 

Once  the  task  being  certified  can  be  seen  on  the  screen,  proceed  to  Step  9. 

STEP  9:  SELECT  THE  CERTIFY  OPTION.  Enter  C  (or  c)  and  press  1  return  ) 
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Then  select  the  task  you 
want  to  certify. 

If  you  are  certifying  a  task 
based  on  an  initial  review  of 
the  person’s  ITR,  the  status 
of  each  task  will  probably  be 
"None"  (training  has  not 
begun  nor  is  forecasted  to 
begin).  If  you  certify  a  task 
having  a  status  of  none,  it 
means  that  training/evalua¬ 
tion  for  the  task  has 
occurred  outside  the  control 
of  the  AOTS. 


If  you  are  certifying  a  task  based  on  training  completion,  the  status  of  the  task  should 
be  "Awaiting  Certification." 

o  You  should  flfii  certify  a  task  having  a  status  of  "In  Progress."  All  events  for  the 
task  should  first  be  marked  complete,  so  the  status  of  the  task  reflects  "Awaiting 
Certification,"  before  you  certify  the  task. 


pgp  STEP  ,0: 


SELECT  THE  TASK  TO  BE  CERTIFIED, 
to  the  task  and 


Enter  the  number  corresponding 


The  prompt  at  the  bottom  of  the  screen  changes,  to  reflect  the  entries  required  by  you 
as  part  of  the  task  certification  function. 

When  you  certify  a  task  you  are  required  to  enter  a  date  when  task  training  was 
completed  and  the  location  where  the  individual  performed  the  task  for  certification.  You 
arc  aided  by  the  AOTS  in  the  entry  of  these  data  by  way  of  prompts  which  have  been 
programmed  specifically  for  the  certification  function. 
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The  prompt(s)  for  the  date 
allow  you  to  enter  the  cer¬ 
tification  date  in  one  of  two 
ways: 

1.  You  may  enter  a  past  date 
or  the  current  date 

-  OR  - 

2.  You  may  press  return  in 
lieu  of  entering  a  date,  and 
the  system  will  process  that 
entry  as  if  the  current  date 
had  been  entered. 


Ctr 


STEP  11: 


ENTER  THE  COMPLETION  DATE.  Enter  the  date  (using  the  DD  MMM 
YYYY  format)  and  press  L  RETURN J,  gr  press  return  only  to  accept  the  cur¬ 
rent  date.  (The  example  illustrates  pressing  I  return  ).) 


If  you  entered  a  specific  date,  you  will  not  see  the  prompt  illustrated  next,  nor  will 
you  perform  Step  12.  (Proceed  to  the  information  presented  after  Step  12.) 


If  you  did  not  enter  a  spe¬ 
cific  date,  you  will  sec  the 
prompt  illustrated  at  the 
left. 

If  you  respond  to  the  prompt 
by  selecting  the  NO  option, 
the  current  date  is  not 
updated,  and  you  must 
repeat  Step  11  to  enter  the 
certification  date. 

If  you  respond  to  the  prompt 
by  selecting  the  YES  option, 
the  current  date  is  then 
entered  automatically  on  the 
screen. 


^  STEP  12: 


SELECT  THE  YES  OPTION.  Enter  Y  (or  y)  and 
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The  prompt  you  see  now 
pertains  to  the  installation 
(base)  where  the  person  was 
certified  to  perform  the  task. 

When  you  enter  data  for  the 
installation,  it  is  highly 
recommended  that  you  do 
not  completely  abbreviate 
the  data.  Your  entry  cannot 
exceed  18  characters  (incl¬ 
uding  spaces),  so  you  should 
expect  to  abbreviate  some  of 
the  installation  data. 


STEP  13: 


ENTER  THE  INSTALLATION, 
/base  and 


Enter  up  to  18  characters  for  the  installation- 


The  prompt  you  see  advises  you  that  the  task  certification  process  is  being  accomplished 
by  the  system. 

Remember,  once  a  task  is  certified  it  is  no  longer  listed  in  the  person’s  ITR. 

o  The  task  will  automatically  be  removed  from  those  tasks  listed  in  the  person’s 
ITR.  Each  task  that  was  previously  listed  after  the  now  certified  task  is  moved 
up  one  position  on  the  ITR. 

o  The  newly  certified  task  is  automatically  added  to  the  top  of  those  tasks  listed 
in  the  person’s  training  history.  The  date  and  installation  data  you  entered  also 
appears  with  the  task  when  listed  in  the  history. 

o  Once  the  task  is  removed  from  the  ITR  and  added  to  the  training  history,  the 
original  prompt  automatically  returns  to  the  screen.  If  you  want  to  certify  other 
tasks  for  this  individual,  use  (press)  the  L  faPn  J  key  until  the  next  task  to  be 
certified  can  be  seen  on  the  screen  (or  select  the  Task  Search  option  and  specify 
the  next  task  to  be  certified),  and  then  repeat  Steps  9-13. 

o  Once  you  have  certified  the  airman  on  the  task(s),  proceed  to  the  last  step  below. 


249 


AOTS  User’s  Handbook 


DRAFT 


LAST  STEP 


Continue  to  Quit  each  screen  until  you  are  returned  to  the  AOTS  Primary  Access  Menu. 
At  that  point,  you  may  quit  the  menu  and  log  off  the  system,  or  you  may  select  another 
option  to  accomplish  another  AOTS  function. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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1 1  TRAINING  MANAGER  FUNCTIONS 


11.1  Primary  Functions  for  a  Training  Manager 


As  a  Training  Manager,  you  are  able  to  perform  every  function  within  the  AOTS  that 
a  Supervisor  can  perform,  as  well  as  specific  functions  which  apply  only  to  your  OJT  role. 


o  Sections  10.1  through  10.16  of  this  handbook  contain  information  and  procedures 
for  various  functions  which  are  performed  by  a  supervisor.  If  you  need  to  perform 
one  of  the  functions  listed  in  the  Table  of  Contents,  refer  to  the  appropriate 
section  and  follow  the  procedures. 


o  Section  11.2  contains  information  for  creating  a  new  AOTS  User. 


o  Section  11.3  contains  information  for  scheduling  training  (other  than  task 
training). 


o  Section  12  contains  information  on  notices  you  will  receive  and  reports  you  can 
acquire. 


For  functions  not  addressed  in  this  handbook  you  may  contact  the  AOTS  Hotline  for 
assistance. 
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1 1 .2  Create  a  New  AOTS  User 


Before  a  person  may  log  onto  the  Advanced  On-the-job  Training  System,  he/she  must 
be  an  authorized  AOTS  User.  An  authorized  AOTS  user  is  a  person  assigned  to  an  AOTS 
Workcentcr  or  a  person  supervising  AOTS  Workcenter  personnel. 


A  user  is  established  by  creating  an  Airman  Training  Record  (ATR)  for  that  user  and 
specifying  that  user’s  access.  Specific  data  must  be  updated  into  the  system  to  create  the 
ATR  and  to  establish  his/her  access  authority. 


The  diagram  below  is  an  extract  of  Figure  2.1  (Section  2),  depicting  the  processes 
required  when  creating  a  new  AOTS  user.  Within  each  subordinate  process  block,  the  personnel 
who  are  responsible  for  accomplishing  the  process  are  identified. 


■ 

■ 

■ 

■ 

K|p9 

1 

i 

UPDATE 

NRME/SSRN/ 

RANK/ 

PRINTER  ID 

1 

ESTABLISH 

HOTS 

ACCESS 

LEVELS 

1 

1 

m 

1 

UPDATE 

PERSONNEL 

DATA 

1 

UPDATE 
GENERAL 
HR  DATA 

1 

ESTABLISH 

AOTS 

“ASSWORD 

ji 

■ 

1 

1 

1 

■ETCFJUIJ! 

1 

1 

SA  =  Systems  Administrator  SU  =  Supervisor 

TM  =  Training  Manager  AUTO  =  Automatic  by  AOTS 


Figure  1 1-1  Processes  Required  for  Creating  a  New  AOTS  User 


When  a  new  user  must  be  created  for  the  AOTS,  your  first  action,  as  a  Training  Manager, 
is  to  contact  the  AOTS  Systems  Administrator.  The  following  actions  will  occur: 

o  The  AOTS  Systems  Administrator  will 

Update  the  person’s  SSAN,  full  name  (Last  name.  First  name,  MI), 
rank  and  CAFSC. 

Establish  the  person’s  Printer  ID,  based  on  his/her  workcentcr. 
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Establish  the  person’s  AOTS  Access  Lcvel(s). 


Add  the  person  to  your  Supervision  List. 


o  You  will  need  to: 

Add  the  person  to  the  appropriate  Supervision  Lists  of  personnel 
within  your  unit. 

Establish  a  Supervision  List  for  the  person,  if  the  airman  is  a 
supervisor. 

Section  10.4  contains  information  and  procedures  for  esta¬ 
blishing  and  correcting  a  Supervision  List.  Since  the  same  screens 
and  options  are  seen  by  a  supervisor  and  a  training  manager, 
the  information  concerning  a  Supervision  List  has  not  been 
duplicated  in  this  section. 

o  PDS  data  is  added  to  the  person’s  ATR.  PDS  data  is  updated  weekly  for  active 
duty  personnel  and  monthly  for  AFRES  and  ANG  personnel  and  includes  personnel 
data  and  some  general  training  data. 

o  The  person’s  supervisor,  or  you,  will  then  update  the  individual’s  entry  or  com¬ 
pletion  date  for  Position  Qualification  Training.  The  date  is  updated  by  editing 
the  General  Training  History  data  in  the  airman’s  ATR. 


Once  the  actions  identified  above  are  completed,  the  person  logs  onto  he  system  and 
establishes  his/her  AOTS  Password.  At  that  point,  the  person  is  an  author.,  d  user  of  the 
AOTS  and  is  able  to  access  data  and  perform  functions  for  himself/herself  and  for  the  persons 
hc/she  supervises  (if  applicable). 

o  The  person’s  PDS  data  may  take  awhile  to  be  updated,  as  indicated  earlier. 
Functions  may  be  performed  for  the  person  and  by  the  person  before  the  PDS 
data  is  updated. 
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1 1 .3  Schedule  non  AFS  Task  Training 


As  a  UNIT  TRAINING  MANAGER,  you  will  occasionally  schedule  training  events  for 
individuals  within  your  unit. 


o  AFS  Task  Training  events  are  normally  scheduled  for  one  person  at  a  time.  The 
person’s  supervisor,  trainer  or  evaluator  schedules  AFS  Task  Training  events. 


o  Non  AFS  task  training  events  are  scheduled  for  one  person,  or  a  group  of  people. 
You  (as  the  training  manager)  or  the  person’s  supervisor  schedules  such  events. 


Training  events  which  apply  to  other  training  requirements  (OTRs) 
are  generally  scheduled  for  a  group  of  persons  at  one  time.  The  types 
of  OTRs  which  are  scheduled  for  a  group  of  people  include  Ancillary 
courses.  Additional  Duty  courses,  Contingency  Tasks,  Professional 
Military  Education  (PME)  courses  and  Formal  Training  courses. 


Training  events  do  not  apply  to  ECI/CDC  courses.  However,  ECI/CDC 
enrollment  and  training  progress/completion  data  can  be  maintained 
for  an  individual. 


This  section  of  the  AOTS  User’s  handbook  is  organized  into  two  parts:  Part  A  provides 
procedures  for  scheduling  a  non  AFS  task  training  event  for  a  group  of  people;  Part  B 
provides  procedures  for  updating  and  monitoring  ECI/CDC  data. 


o  If  you  have  a  need  to  schedule  a  Task  Training  event,  refer  to  the  procedures 
contained  in  Section  10-14.  Th*  data,  screens,  prompts  and  options  seen  by  a 
supervisor  also  apply  to  you  as  a  training  manager. 
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PART  A  -  SCHEDULE  TRAINING  FOR  A  GROUP 


SUFHZ?  .801  Muincd  (hr- The- Job  Training  System  (AOTS)  4  Jan  89 

1.3  Primary  Ace—  Nanu 


1.  Farsomal  Training  Information 

2.  Training  Ran  Hen  ant 

3.  Raster  Task  List  (HTL)  Interface 

4.  Position  Requirement* 

q.  On it  This  Henu 


Select  Option:  2. 


i  i-a-i 


To  schedule  training  for  a 
group  of  people  you  must 
access  the  Training  Man¬ 
agement  component  of  the 
AOTS.  The  option  you  must 
select  to  access  this  compo¬ 
nent  is  found  on  the  AOTS 
Primary  Access  Menu 
(illustrated  to  the  left). 


or STEP  i: 


SELECT  THE  TRAINING  MANAGEMENT  OPTION.  Enter  2  and  then  press 
LJEULTU-RN.  J . 


Training  is  scheduled  either 
using  the  Training  Sched¬ 
uler  or  the  ATR  Manager, 
which  are  two  editors  within 
the  AOTS. 

To  schedule  training  for  a 
group  of  persons,  you  must 
use  the  Training  Scheduler. 


STEP2: 


SELECT  THE  TRAINING  SCHEDULER  OPTION.  Enter  1  and  then  press 

[  RETURN  1 
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The  Assignment  Review  and 
Generation  screen  is  now 
seen.  Notice  that  there  arc 
four  options  which  apply  to 
a  "group." 

The  persons  listed  on  your 
Supervision  List  comprise 
the  "group"  of  people  for 
whom  you  may  schedule 
training.  You  may  also  print 
current  schedules  and  ITR 
data  for  all  persons  in  your 
"group,"  as  well  as  add 
training  requirements  for 
one  or  more  persons  in  your 
"group." 


GP STEP3: 


SELECT  THE  SCHEDULE  GROUP  TRAINING  REQUIREMENTS  OPTION. 

Enter  2  and  then  press (  return  ). 


The  screen  now  provides  the 
types  of  training  require¬ 
ments  which  can  be  sched¬ 
uled  for  persons  in  the  group. 

The  procedures  in  this  sec¬ 
tion  address  only  non  AFS 
task  training  requirements, 
which  correspond  to  Options 
2-6. 


or  step4: 


SELECT  THE  TYPE  OF  TRAINING  REQUIREMENT  TO  BE  SCHEDULED. 

Enter  the  number  corresponding  to  the  type  of  training  requirement  to  be 
scheduled  and  then  press  1  return  J.  (Ancillary  option  is  illustrated.) 
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The  screen  you  arc  now 
viewing  requires  that  you 
identify  the  training 
requirement  for  which  you 
are  scheduling  training. 


In  the  AOTS,  course  IDs  have  been  established  for  Ancillary  and  Additional  Duty  courses 
and  task  IDs  have  been  established  for  Contingency  tasks.  Each  ID  meets  a  format  standard, 
as  defined  within  the  OTR  Editor.  If  the  type  of  training  being  scheduled  is  Ancillary, 
Additional  Duty  or  Contingency  you  must  enter  the  appropriate  Course  ID,  as  defined  below: 

o  A  course  ID  for  an  Ancillary  course  always  begins  with  "AT,"  followed  by  four 
numbers  (AT0001,  AT0020,  etc.). 

o  A  course  ID  for  an  Additional  Duty  course  always  begins  with  "AD,"  followed 
by  four  numbers  (AD0013,  AD0080,  etc.) 

o  An  ID  for  a  Contingency  Task  always  begins  with  "CT,"  followed  by  four  numbers 
(CT0001,  CT0003,  etc.). 

The  AOTS  does  not  standardize  course  IDs  for  PME  and  Formal  Training  courses. 


o  Each  PME  requirement  is  identified  by  a  course  title  (c.g.,  NCO  Leadership  School). 

o  An  ID  for  a  Formal  Training  course  can  be  up  to  15  characters  and  spaces  (e.g., 

J4AJF75000-01 1). 


or  steps: 


ENTER  THE  COURSE  ID  FOR  THE  TRAINING  REQUIREMENT  YOU  ARE 
SCHEDULING.  Enter  the  course  ID  (or  title,  if  PME)  and  then  press 

[  RETURN  ). 
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A  screen  titled  Airman 
Event  Roster  is  now  pres¬ 
ented,  as  illustrated  to  the 
left. 


It  is  at  this  point  that  you  determine  the  maximum  number  of  persons  who  can  be 
scheduled  for  this  training  event.  The  number  you  specify  depends  upon  such  factors  as 
the  size  and  arrangement  of  available  facilities,  availability  of  needed  tools  and  equipment 
to  conduct  the  training;  or  a  quota  for  the  number  of  trainees  may  already  be  established. 

When  you  specify  a  roster  limit,  the  system  will  not  permit  you  to  select  more  persons 
than  the  limit  you  establish.  (Your  selection  of  persons  for  the  group  event  occurs  at  the 
Step  7.) 


STEP  6: 


ENTER  THE  MAXIMUM  NUMBER  OF  PERSONS  WHO  CAN  BE  SCHED¬ 
ULED  FOR  THIS  TRAINING  EVENT.  Enter  the  number  (not  to  exceed  75) 
and  then i 


It  is  at  this  point  that  the  system  determines  the  persons  who  require  this  training.  The 
AOTS  reviews  the  ITR  of  each  person  listed  on  your  Supervision  List  (this  process  takes  only 
a  few  seconds).  The  screen  changes  in  one  of  two  ways: 


o  If  the  course/contingency  task  you  are  scheduling  is  listed  on  a  person’s  ITR,  the 
system  provides  the  SSAN,  rank,  and  name  of  the  person  on  the  Group  Selection 
Screen. 

o  If  the  course/contingency  task  you  are  scheduling  is  qq!  listed  on  any  person's 
ITR  within  your  group,  the  screen  changes  and  provides  the  following  prompt: 

There  are  no  airmen  requiring  this  training  event. 

Press  <return>  to  continue... 


When  you  press  i  hetukn  )  as  prompted,  the  screen  from  which  you  select  to  schedule 
a  group  training  requirement  is  presented. 
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If  you  desire  to  schedule  another  group  training  event,  repeat  the 
procedures  within  this  part,  beginning  at  Step  3. 

If  you  do  not  desire  to  schedule  another  group  training  event,  continue 
to  Quit  (enter  Q  or  q  and  press  C  return  1)  each  screen  until  you  reach 
the  AOTS  Primary  Access  Menu.  At  that  point  you  may  quit  the  menu 
and  log  off  the  system  or  you  may  perform  another  AOTS  function. 


THE  REMAINDER  OF  THIS  PAGE  LEFT  BLANK  INTENTIONALLY. 
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The  screen  illustrated  to  the 
left  is  the  Group  Selection 
Screen. 

The  screen  identifies  those 
persons  requiring  the  cour¬ 
se/task  being  scheduled.  The 
screen  also  identifies  the 
position  of  the  course  on 
each  person’s  ITR  (i.e.,  first 
course,  second  course,  third 
course,  etc.),  under  the  col¬ 
umn  titled  "Priority." 
Sometimes,  only  one  person 
will  be  identified  for  the 
"group"  event. 


The  Group  Selection  Screen  may  contain  more  persons  than  the  limit  you  established 
for  the  event  (Step  6).  Therefore,  you  are  required  to  select  the  persons,  from  those  listed, 
for  whom  you  wish  to  schedule  the  event.  You  may  select  the  individuals  in  one  of  two 
ways: 

o  If  vou  want  to  select  specific  individuals,  you  will  choose  the  "Individuals"  option 
(see  prompt  at  bottom  of  screen). 

o  If  you  want  the  system  to  select  the  individuals  based  on  the  ranking  of  the 
course,  you  will  choose  the  "Requirement  Priority*  option. 

If  the  number  of  persons  listed  on  the  Group  Selection  Screen  is  equal 
to  or  less  than  the  roster  limit  you  established  (Step  6),  the  system 
will  select  all  persons  for  the  event  (this  is  the  quickest  way  to  select 
all  persons). 

If  the  number  of  persons  listed  on  the  Group  Selection  Screen  is  more 
than  the  roster  limit  you  established,  the  system  will  select  only  the 
number  of  persons  established  by  the  roster  limit.  Based  on  the  priority 
of  the  requirement  for  each  individual  (see  right  column  on  screen), 
the  system  selects  those  persons  (up  to  the  limit)  having  the  highest 
priority. 

For  example,  the  system  will  first  select  those  persons  with  a 
training  priority  of  "001."  If  the  number  of  persons  selected  is 
less  than  the  roster  limit,  the  system  with  then  select  those  persons 
with  a  training  priority  of  "002";  then  "003,"  etc.,  until  the 
maximum  number  of  persons  is  selected. 

Either  way  you  select  the  individuals  for  the  event,  you  are  able  to  deselect  any  of 
the  individuals. 
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or STEP7: 


SELECT  THE  OPTION  CORRESPONDING  TO  THE  WAY  IN  WHICH  YOU 
DESIRE  TO  SELECT  THE  INDIVIDUALS  FOR  THE  EVENT.  Enter!  (or  i) 
and  press  (  RET  URN J  or  enter  R  (or  r)  and  then  press  1  return  ) 


If  you  selected  the  (I)ndividuals  option,  you  will  need  to  complete  the  following 
procedures: 


o  Select  each  Airman.  Enter  S  (or  s)  and  press  (  return  i.  Then,  enter  the  number 
corresponding  to  the  individual  for  which  this  training  is  to  be  scheduled  and 
press  t  return  i.  An  asterisk  will  be  automatically  placed  to  the  left  of  the  selected 
person’s  SSAN,  designating  that  this  individual  is  selected  for  the  event.  Repeat 
this  process  for  each  person,  until  all  desired  persons  are  selected.  Remember, 
the  system  will  not  let  you  select  more  persons  than  the  roster  limit  you  established 
at  Step  6. 

o  If  you  need  to  delete  the  selection  of  an  individual,  choose  the  Delete  Selection 
option  (enter  D  or  d  and  press  l  return  j);  then,  enter  the  number  corresponding 
to  the  person  and  press  t  return  j.  The  asterisk  will  be  removed  from  the  left  of 
the  person’s  SSAN,  designating  that  the  individual  is  not  selected  for  this  event. 


If  you  selected  (R)equirement  Priority,  the  following  actions  occur: 

o  The  system  identifies  each  person  selected,  by  racing  an  asterisk  to  the  left  of 
the  person’s  SSAN.  Remember,  the  system  will  not  select  more  persons  than  the 
roster  limit  you  established  at  Step  6. 

o  If  you  want  to  select  another  individual,  vice  an  individual  selected  by  priority, 
you  must  delete  the  selection  of  one  individual  and  then  select  another.  To 
deselect  an  individual,  choose  the  Delete  Selection  option  (enter  D  or  d  and  press 
CSexuSO);  then,  enter  the  number  corresponding  to  the  person  and  press  (  return  i. 
To  select  another  individual,  choose  the  Select  Airman  option  (enter  S  or  s  and 
press  i  return  i);  then  enter  the  number  corresponding  to  the  person  and  press 
CScumED. 


GT STEP8: 


SELECT  THE  OPTIONS  NECESSARY  TO  SPECIFY  THE  INDIVIDUALS 
FOR  WHOM  THE  EVENT  IS  BEING  SCHEDULED.  The  options  have  been 
explained  above. 


Once  the  desired  individuals  have  been  selected,  proceed  to  Step  9. 


STEP9: 


QUIT  THE  GROUP  SELECTION  SCREEN.  Enter  Q  (or  q)  and  then  press 

1  RETURN  1 
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The  Event  Notice  screen  is 
now  presented,  as  illustrated 
to  the  left. 


The  following  information  is  provided  to  identify  the  data  contained  on  the  notice 
and  to  explain  the  data  for  which  you  are  responsible: 

o  The  Event  ID  is  provided  in  the  sub-title  of  the  .screen. 

o  The  Course  ID  is  provided  on  the  line  following  the  sub-title. 

o  The  Start  Date  and  Time  and  End  Date  and  Time,  in  which  the  training  event 

is  to  occur,  are  provided  in  Data  Fields  1  and  2.  You  must  enter  these  data  when 
scheduling  a  group  training  event  for  training  other  than  AFS  task  training. 

o  The  number  of  participants  (trainees)  for  the  event  is  identified  after  Data  Field 
2.  This  data  is  automatically  provided  and  cannot  be  changed  by  a  user. 

o  The  Training  Agency  is  identified  in  Data  Field  3.  Normally,  non  AFS  task 
training  occurs  outside  of  the  job  site,  therefore,  you  will  normally  have  to  input 
training  agency  data  for  the  event  (e.g.,  67TFW  Disaster  Preparedness  Office). 

o  The  installation  where  the  event  will  occur  is  identified  in  Data  Field  4.  If  the 
training  occurs  at  a  location  other  than  the  trainee’s  normal  installation,  you  must 
enter  the  installation  data. 

o  The  description  data,  identified  in  Data  Field  5,  provides  special  information  or 
instructions  to  the  trainees  (e.g.,  bring  pen  and  pencil  to  take  notes).  You  can 
input  as  much  as  two  lines  of  remarks  in  this  data  field. 


g  ^->  STEP  10: 


SELECT  THE  MODIFY  EVENT  OPTION.  Enter  M  (or  m)  and  then  press 

(  RETURN  ). 
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SELECT  THE  FIELD  NUMBER  CORRESPONDING  TO  THE  DATA  YOU 
WISH  TO  MODIFY.  Enter  the  number  and  press  (  returnI.  Remember, 
you  must  modify  Data  Fields  1  and  2. 


ENTER  THE  DATA  AS  INSTRUCTED  BY  THE  PROMPT.  Enter  the  data 
and  then  press (  return:  ) . 


REPEAT  STEPS  11  AND  12  FOR  EACH  DATA  FIELD  THAT  REQUIRES 
MODIFICATION. 


SELECT  THE  QUIT  OPTION.  Enter  Q  (or  q)  and  then  press  [  return  ). 


SELECT  THE  GENERATE  EVENT  OPTION.  Enter  G  (or  g)  and  ihen  press 
[  RETURN  1. 


Generating  the  event  causes  Event  Notices  to  be  printed  automatically  to  each  trainee 
selected  to  participate  in  the  training  event.  The  printed  notice  contains  the  same  data  as 
the  on-line  event  notice. 


Generating  the  event  also  automatically  updates  ATR  data. 

o  The  ITR  of  each  trainee  is  updated  to  reflect  the  status  of  the  training  requirement. 
The  status  for  the  course/task  will  reflect  "Scheduled." 


o  The  Training  Schedule  of  each  trainee  is  updated  to  reflect  the  scheduled  training 
requirement. 


0^ 


STEP  11: 


STEP  12: 


iW 


STEP  13: 


STEP  14: 


STEP  15: 
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Once  the  event  has  been 
generated,  the  screen  illus¬ 
trated  to  the  left  is  seen. 

If  you  want  to  schedule 
another  training  event  for  a 
group  of  persons,  repeat 
Steps  3  through  13. 

If  you  do  not  want  to 
schedule  another  training 
event  for  a  group  of  persons, 
proceed  to  the  last  step. 


LAST  STEP 


Continue  to  Quit  (enter  Q  or  q  and  press  return)  each  screen  until  you  reach  the  AOTS 
Primary  Access  Menu.  At  that  point,  you  may  quit  the  menu  and  log  off  the  system  or  you 
may  perform  another  AOTS  function. 
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PART  B  -  MANAGE  ECI/CDC  TRAINING  REQUIREMENTS 


The  AOTS  enables  you  to  input  data  which  assists  you  in  monitoring  a  person’s  enrollment, 
progress  and  completion  of  an  ECI  course  or  CDC. 

o  Use  of  the  AOTS  to  monitor  the  progress  of  individuals  enrolled  in  an  ECI 
course/CDC  is  optional.  The  data  provided  through  this  on-line  capability  is 
currently  available  when  an  AF  Form  1096  is  manually  maintained. 

o  Because  this  is  an  optional  AOTS  function,  neither  illustrations  nor  step-by-step 
instructions  have  been  provided  within  this  handbook.  If  you  attempt  to  input 
CDC  data  and  you  have  difficulty  in  accessing  or  updating  data,  call  the  AOTS 
hotline  for  assistance. 

The  following  information  is  provided  to  explain  the  ECI/CDC  data  which  can  be 
input  and  monitored  for  an  individual: 

o  Each  night  the  system  performs  an  automatic  process  to  generate  notices  to 
appropriate  Training  Managers  which  identify  each  person  for  whom  a  ECI 
course/CDC  is  required.  When  you  receive  an  ECI/CDC  enrollment  notice,  you 
must  forward  the  notice  to  the  Base  OJT  Office  (to  order  the  CDC  material). 

o  Once  you  forward  an  ECI/CDC  notice,  you  may  then  update  the  person’s  ITR  to 
reflect  the  date  the  course  was  requested. 

o  Once  the  CDC  materials  are  received,  you  may  then  update  the  date  the  person 
was  enrolled  in  the  course,  the  date  the  course  materials  were  received  and  the 
estimated  completion  date. 

o  For  each  CDC  volume  that  applies  to  the  course,  you  may  input  the  date  the 
person  started  the  volume  and  the  estimated  completion  date.  You  would  update 
these  data  on  a  volume  by  volume  basis,  as  the  person  progresses  through  the 
course. 

o  Once  the  person  completes  a  volume  review  exercise,  you  may  input  the  completion 
date  and  the  volume  score.  You  would  update  these  data  on  a  volume  by  volume 
basis,  as  the  person  progresses  through  the  course. 

o  Once  the  person  completes  the  course  examination,  you  may  update  the  date  the 
exam  was  taken  and  the  person’s  score. 
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